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JOB AIDS: DESCRIPTIVE AUTHORING FLOWCHARTS FOR PHASE I=AMALYZE OF THE 
INSTRUCTIONAL SYSTEMS DEVELOPMENT MODEL 



BRIEF 



Requirement: 



To d^vuiop a riCLiOi^ Qi job LiLila I'or the activities identiified in the 
Instractional Systems DevGlopment Model (ISD^ TRADOC PamphlGt 350'-30) . 



Fr:oc«2du re * 

A series of Job aids were dGsigned and developed for each of the five 
phases of the ISD model f .VJALYZE, DESIGN, DEVELOP, IMPLEMENT, and CONTROL. 
Each job aid is comprised of Descriptive Authoring Flovjchar tB and a Job Aid 
Minual which provide specific guidance, eKampIes, and references necessary to 
produce the product specified by the ISD Block it covers. 



Utilization : 

These job aids will be used by military training personnel in meeting the 
requirements of the ISD model. 
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WHAT ARE JOB AJVS? 



^ Job Aids are intended to be stand-alone, step^by-step procedural guides which 
we hope wiU pem... you turn out qualiry instructional producu quickly 
and easily. We also hope that they will be equally useful to individuals at all 
experience levels of the instructional systems development Drocess..' 

Job Aids ou'e intendad to address real needs. Prior to the development of the 
Job Aids, instructional techuology personnel (indmduals like yourself) at the 
U.S. Army Signal Canter and the U,S. Ariny Engineer School were surveyed to 
determine specific ISD needs-^those areas in ^vhich they had the ireatest need for 
assistance and infonnation. Emphasis was placed on satisfying these needs In the 
development of the Job Aids. 

© Job Aids use the same classification system for identifying the activities that 
mim be perfonned in instructional systems development (ISD) as does 

Pamphlet 3o0-30 flnterservlce Procedures for Instructional Systems 
Development), 



WHAT IS THE CLASSIFICATION SVSTEhi USEV IW TUVOC 
PAMPHLET 350-30 ANV JOB AWS? ——^ 



^ TRADOC Pamphlet 350-30 suggests that instructional systems development be con 
ducted in five phases: 

^ Analyze 
^ Design 
^ Develop 
^ Implement 
Control 

© For those of you who are unfamiliar with TRADOC Pamphlet 350^30 we suggest 
you read the brief description of each phn^e of the ISO process as shoum in 
Table 1. In the TRADOC Pamphlet each ISD phase is divide into specific 
activities called ISD bloc! Table 2 shows these ISD blocks and Table 3 shows 
the outcome of each blot 

® Job Aids cover the activities required for the first three phases of the 

TRADOC Pamphlet {i.e., Analyze, Design, and Develop instructional systems). 
The Aids cover each ISD block within these phases except for ISD Block M, 
Analyze Job, 



Tabli 1 

FIVE PHASES OF INSTRUCTIONAL SYSTEMS DEVEUOPMiNT ilSD) 



THE FIVE PHASES ARE: 



Inpuu, precisfi, and outpuu In Phw I art ail bas^d on jsb information* An inventpfy of iob 
^ talks is eompijed and divided into V^O grogpsi laski not iftected for instruetipn and tiski 
PHASE I stiestid for instryetion. Perfprmancf standards for tasks sclegted for instrugti©n are deterfninad 
AKI Al intefviiw ©r ©b^rvatien at job litis and verifitd by subject maner e^cpfrts. The anilysis of 

r4.l^«l»l exalting csursa dpcumentatiQn is done to determine if all or portions of the analysis phase and 

other pha^s have already been donf by someone § Ise fDllewini the ISD fluidelines. As a final 
analysis phase step, the list of ta^s selecttd for Instruction is analyzed for the most sunable 
mstructienal setting for each task. 



Beginning with Pha^ the ISD model Is Conctfned with deligning instruction using the job 
PHASE II ^n^^V^'^ information from^Pha^ |. The first step iS the conversion of each task seleoted for 
^ ^ training into a ttrminal iaarning oblictive. Each terminal learning obifctive is then analyzed to 

D£5lC3N determine Itarning ©bjeetivis and Jearning ittps r^ecfiiary for ma%ury of the terminal learning 

obiective, Testi are designed to mateh the learning objectives. A sample of students is tested to 

insure that their entry behavjori match the level of learning analysis. Finally, a sequence of 

instruction ss designed for the learning abiictivas. 



The inftruetional development phase begins with the elassifisition of learning objectives by 
learnmg eattgory so as to identify learning guidelines necessary for optimum leafning to take 
PHASE III Determining how instrueiion is to be pae*^»gtd arid preseiited to the student -is 

accompli shed through a media selection pro^si whioh takes Into account such faotori ai 
Q^^^L** VP learning category and gyideline, media chartcteristlcs, training setting criteria, and costs. 

Initructionai manigement plans are developed to allacats and mafrnQe all resou reel for 

conducting instruction. Initructionai matiriali are fleeted or developed and tried out. When 
materials have been validated on the basis of empincai data obtained from groups of typical 
sfudents, the course is ready for implementition. 



Staff tramtng is required for the implementitipn of the initryctional management plan and the 
PHASE IV instruction. Some key personnel must be trained to be managers in the sptcifljid mtnaqtm^M 
IKMQl J^KIT instructional staff must be trains to conduct the instruction and coMect evaluative 

lIVlf^lHCIVICnl i data on all of the initructionai eompenents. At the comg'etion of each instructional ^cle. 

^ management iiaff should be able to use the collected information to improve the instructional 

system, 



f valuation and revision of intlruction gre carr itd out by personnel who preferably are neither 
^^j^^^ the instructional deiigners nor the manigeri of the course urrter study. T^^ first activity 
^^tA^E V (internal evaluation) is the ^alyiis of leirner performarief in the course to determine Instaftcei 
^OKITB^^I °^ deficient or Irrelevant instruction. The evaluation team then luggests lOlutions for the 
WWI^ I nWls problems. In the external evaluation, ^fsonnel aiseii job task performance on the job to 
determine the actual perforfnance of cour^ griduaiis and other job incum^nis. All collictad 
data, Intirnal and extimih can be usJd as quality control on instruction and as input to any 
phase of the system for revision. 
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Table 2 

ISD BLOCKS IN EACH OF THE FIVE ISD PHASES 



THE IM.0CKS 



PHASE 



PHASE 



-► 



PHASE HI 



PHASE IV 



PHASE V 



I J 

ANALVZi 
JOB 



1.2 
. SELfCT 
TASKS/ 
FUNCTIONS 



1.3 

CONSTRUCT 
NJOB 
FERFORMANCi 
MiASUREB 



1.4 
.ANALYZE 
^iXliTfNG 

COURiEi 



1.5 
. SiLlCT 
INSTRUCTIONAL 
SfTTiNG 



El 

DIVELOP 
QBJiCTlViS 



n.2 

OEViLOP 

TESTS 



up 

OESCRfii 

INTRV 

BEHAVIOR 



^ DETlRMlNi 
SIQUENCi 8t 
STRUCTURE 



-► 



SPiCIFV 
LEARNING 
EVENTS/ 
ACTIVITlii 



m.2 

SPiCIFY 
iNtTRUCTION 
^ MANAGiMlNT 
PLAN if 
OELIVERY^ 
SYSTEM 



in,3 

REVliW/iiLECT 
= EXISTING 
MATERIALS 



in .4 

^ OtVELOP 
INSTRUCTION 



^VALIDATE 
iNSTRUCTlON 



-► 



IMPLEMENT 
INSTRUCTIONAL 
MANAGEMENT 
PLAN 



► 



m.2 

CONDUCT 
INSTRUCTION 



2 j 
^ CONDUCT - 
INTERNAL 
EVALUATION 



U.2 

CONDUCT 

iXTiRNAL 

EVALUATION 



3Z 3 

RfVlSl 

SYSTEM 



3 



t 



Table 3 

OUTCOMiS OF ISD BLOCKS 



THl OUTCOMIS OF THl BLOCKS ARl' 

.1 , , , a list of ta^s pfrformad in a parttcuiar job, 
,2 , . i lilt of talks liiiEttd for triining. 

,3- . - a job performanee measure for iach talk lelectid for instruction. 

.4.., an analysis of tht job analysis, talk itlection, and parformanGe meaiurt 

constrtietion for any existing instruction to dttirmmf if these eoursei are 

uiable In whole or in part 
.5. . . saleetfon of the instruetional setting for task seieeted for initruction. 



.1 . _ a learning objective for and a learning analysii of each task selected for 
instruction* 

,2 . . . test itenu to measure each (earnmg □bjective. 

,3 . . , a test of entry behaviors to see if the orfginal assumptrons were correct. 
*4 , , . the sequencmg of all dependent tasks. 

.1 _ . the dassifreation of learning obiectivei by iearning category and the 

idenfification of appropnaii learning gyidelines. 
,2... the media lelectioniMor instructional development and the instructional 

management plan for conducting the (nstruction. 
.3. . . the analyiii of packagei of any existing instruction that meets the given 

iearning objectives. 

*4 , . . the development of instruction for all learnmg objectives where existing 
materials are not ayailable. 
. . . field tested and revised mstructional materials. 



.1 . . . documents containing mformation on time, space, student and instructional 

resources, and stiff trained to conduct tho instruction. 
.2 . . . a complited cycle of mstruetion with information needed to improve it for 

the succeeding cycle. 



,1 _ . data on instructional effectiveness. 

.2 ^ . data on job performance in the field. 

,3, . . instructional sysiem revised on basil of emp»rical data. 
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WHAT SOmCES 0¥ WFORmTWN WERE USEV IW THE 
VEVELOVMEMT OF JOB AtVS? 



• Job Aids are not just a re^hash of TRADOC Pamphlet 350=30, We use the 
saine claasification systtm for ISD phaies and the blocks within the phases 

as does the TRADOC Pamphlet. However, the guidance and information provided 
in the Job Aids come from a variety of sources, the TRADOC Pamphlet being 
only one such source. We have gather^ infonnation from any source that we 
could locate. If the information was Judged to be good it was included in the 
Job Alds^ In some instances the information in the Job Aid is based solely on the 
educational technolo^ eKperience of the project staff. 

* It is not vnthin the scope of this Introduction to lis* all sources of information 
examined or used in the development of the Job Aids, However, in addition 
to TRADOC Pwiphlet 350-30 exMnples of other sources of information would 
include the following types: 

— TRADOC Circutos 

DA Pamphlets 

^ Printed Guida_nce prepared by TRADOC Schools (e.g., U.S. Anny 
Signal Center) 

^ Army Research Institute Documents 

^ HumRRO publications 

~^ Other miUt-ary and civilian agencies 



WHAT JOB AIVS ARE mESENTLV kmLABLE ANV WHAT PO 
THEV CONSIST OFf 



m There thiJfteen Job Aids presently avmlable. Each Job Aid is comprised 
of two documents, A brief description of each is provided below: (A 
complete description of how to use each is given on tiie pages that follow.) 

^ Descriptive Authoring Flowcharts. The Descriptive Authoring Flowch^s (usually 
refeired to as Flowchart Manias) are the primwy documents used in the 
Job Aids* They direct the user to specific guidMce, exmples aid references 
provided in the Job Aid Manuals. ' 

— Job Aid Manuali, As stated above, the Job Aid Manuals provide the specific 
guidance, examples and referencei necessary to produce the product specified 
by the ISD Block they cover. In addition, each Job Aid Manual contains one 
or more Worksheets to u^ in the development of tUe product. 

• Another important part of the Job Aids package is of course the document 
you are presently reading. Introduction to the Use of Job Aids and Job 
Aid Resource Manual. 

• The specific Job Aids available ^e: (Flowchart Manual and Job Aids Manual 
for each), 

— Jcb Aid for Selecting Tasks for Training (ISD 1.2) 

— Job Aid fcr Conducting Task Analyiis (ISD L3) 

— Job Aid for Analysing Existing Courses (ISD 1.4) 

— Job Aid for Select^g Instruction^ Settings (ISD L5) 

— Job Aid for Developing Objectives (ISD 11. 1) 

— Job Aid for Developing Tests (ISD IL2) ' 

^ Job Aid for Describing Entry Behavior (ISD IL3) 

— Job Aid for Determining S^uence and Structure (ISD II.4) 

— Job Aid for Specifying Learning Events and Activities (ISD IlLl) 

--Job Aid for Specifying Instmctional Management PIm and Delivery 

System (ISD IIL2) , 

— Job Aid for Review and Selection of Emsting Materials (ISD IIL3) 

— Job Aid for Developing Insteuction (ISD 111.4) 

— Job Aid for Validating Ir^truction (ISD IIL5) 



WHAT ARE THE MAIW PARTS OF THE FLOUJCMART MAWUAL? 

• Scan through a few pagts of your Flowchart ManuaL Observe the following: 
^ Flowch^ symbols used 

^ InstructiDns or questions within the flowchart symbols 

^ Supplemental information opposite most of the flowchart symbols 

^ Flowchart block and paft numbering syitem 

• For a complete description of each of the main parts of the Flowchart Manual 
see the pages that follow. 
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WHAT ?LOmHm SVmOLS AM USW W THE FLOWCHART miUAU 



• Flowchart Symbois 

Only five symbok ure used in the Flowchart Manual. These symbols and the 
instructions vdthin theni act as a road map to lead you step-by-step through 
the process of developing your psuticuiar product. We believe that after you 
have gotten used to using the Flowchart Maniml you will find it a veiy useful 
control document. The five symbols used are as follows: 



C_) 



Start^Stop SymbQl 



^ Indicates either thf itart or stop 
of the activities called for in the 
Flowchart iMainual. 




Deeision Symbol 



^ Indicates that you must make a 
decision at this point which will 
determine the path that you take 
thru the Flowchart Manual. 



Manual Synnbol ^ 



Indicates that you are to refer to 
the Job Aid Manual for specific 
additional guidance or instruction 
shown in the symboL 



Ricttngii Symbol Indicates an actiilty that must be 
performed but does not require 
specific additional guidMce or 
instruction in the Job Aid MMuai. 
(In some case^ the user is given 
the option of going to the Job 
Aid Mtufiual to see a completed 
example of the activity called for 
in the rectangle symbol). 



Go To Synnbol 



■ Indicates a branch to some other 
flowch^ blook. The branch will 
either be to a previously encountered 
block or will jump you over blocks 
that can be omitted. 
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WHAT wsmucrwij is ?w\/idev within the flowchart 

# Each flowchart symbol exctpt the Decision Symbol contains a brief statement 
of the activity that you are to perform. If this activity requires the completion 
of part of a Workshiet the specifie of the Worksheei: will be identified 
(remember, each Job Aid includes one or more Worksheets). Decision blocks 
aJwEys contain a question that can be answered witli a yes or no answer. The 
branch you take after the decision block wiU depend upon your answer. 
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mAT IS THE PimPOSE OF THE SUPPLEmhlTAL tmRMATJOtJ 
PnOmEV W THE PLOmHART mmALf 

• The supplemental inforraation that is locattd beside most of the flowchart symbQls 
serves the following purposes: 

- Provides e more complete description of the steps or activities that must be 
perfonned in the ISD ^lock you ^e working in than does the flowchart itself. 

- Refers you to specific pages within the Job Aid Manual for specific guidatice, 
examples and references needed for completing the activity called for in the ' 
flowchart block. (This is associated with the Manual iymbol.) 

- For some flowchart blocks (rectangle symbol) examples of the completdrf activity 
are shown in the Job Aid Manual. The supplementEl infomation indicates the 
specific page in the Job Aid Manual containing the eKample. However the user 
has the option of going to the Job Aid Manual to seti the example. (The Manual 
symbol, on the other h^d, requires the user to go to the Job Aid Manual.) 

- Acts as an executive summwy which will allow commanders and supervisors to 
obtam a picture of the activities require by the Job Aid without reading the 
entire Job Aid Manual. 



WHAT IS THE FLOmHART BLOCK ANV PAGE mmBRJNG SySTEm 

• The flowchart block and pafe numbering system is aa foUows: 

— Flowchart blocks aie numbered so that they can be easily referred to. 

- The page numbers In each of the 13 Flowchart Manuals are preceded by an 
Identifying letter unique to a specific ISD Block. (E.g., The Flowchart Manual 
pages for ISD Block 1.2 go from A-1 to A-15 whereas for ISD Block 13 the 
Flowchart Manual pages go from B-l to B-lo.) This same pafe numbering system 
IS also used in the Job Aid Manuals. 
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HOOJ VO I USE THE JOB KW MAWUAL kUd WHAT ARE THE 
mthi PARTS Of IT? 



• It is unlikely that you will need to refer to evei^ page in the Job Aid Manual, 
As previously stated, the Job Aid Manuali are used as supplements to the Flow- 
chart Manuals that duect you to specific pages within the Job Aid Manuals. 
Therefore, DO NOT ATTEMPT TO USE THE JOB AID MANUALS INDEPENDENTLY 
OF THE FLOWCHART MANUALS. 

® Seal through a few pages of your Job Aid Manual, ^b^rve the following: 

^ P^i^ flowcharts shown at the top of pages 

Questions written in script that appear on most pages 

^ Compjeted, or partially completad examplei of Worksheets 



ft/WAT IS THE PimPOSE Ot THE PARTIAL FLOWCHARTS AT THE 
TOP OF SOm PAGES OF THE- JOB AW MANUAL? 

• When you i^e referred to the Job Aid Manual you will find a partial flowchart at 
the top of the Job Aid Man ml page. You ^e to remain working with the Job 
Aid Manual until you come to another partial flowchart. Then return to the 
Flowch^ ManmU* , ^ 

• The p^ial flowcharti are identical to those shown in the Flowchart Manual. 
They serve as sm additional reminder of the activity being deJt with at the 
moment, ^ 



mAT IS THE fmPOSE OF THE gUESrWm miTTEhl w scniPT 
rWAT APPEAR ON 20MB PAGES 0¥ THE JOB AIP MAWUAlf 



• The queitions written in script our way of telling you what follows; They 
hifhlight such things as: 

— The pu^ose of performing a certain activity 
^ How the activity is performed 

— What sources are available for performing the activity how good ^ey an 

— What the Worksheet looks like aJter the activity is perfonned 



WHAT IS THE PURPOSE OF THtCOMPLETEV OR PARTJALLV 
COMPLETEV EXAMPLES OP OJORKSHEETS? ^ 



• As previously stated, every Job Aid ManuaJ uses one or more Worksheets 
(located in a pocket at the bacic of the Manual). The worksheet permit you to 
produce (and document) the product called for in the ISD Block " 

• Whenever you we requured to make an ents^ on a Worksheet an exMiple of that 
type of entry will be shown in the Job Aid Manual and wlU usually be cireled so 
as to make it stwd out. It Is hoped that these examples will give you a clear idea 
of what is required on the Worksheet, 



WHAT WBS ms ALL WEAW AWP WHAT W V VO m? 

• In thU Inwoduction we have attampt rd to explain the following: 
^What Job Aids 

--^^ ^ The classifi^tion system (ISD Ph^es and BlQcks) used in the Job Aids 
~= Sources of infomation used^ m the development of Job Aids ^- 

Job Ald^ presently av^able 
^ A description of Flowchart Manuali ^ o 

^ A deicriptiqn of Job Aid Manu^ 

• If you feel that you Have an ^equate undetstandini of the above, retum to the 
Flowchart Manual now. You will be referred to specific pages in the Resource 
Manual (the remainder of this document) as you need the information cont^ned 
in them. Do not attempt to read the Resource Manual now. 

RETURN TO THi FLOWCHART MANUAL NOW. 
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JOB AIDS RESOURCE MANUAL 



IS 



EKLC 



wo/ m THE nmouncE manual hel? me? 



Tha purpose of this resource maniml is to assist you in the formation of a. data* 
based systam for decision making in the An^ysis Phase of the Instructional Systems 
Development |1SD). In order to make logical and objective decisions based on conditions 
and needs in the field* you must collect, organise, analyze, and docunient job. lignificant 
data (infnrmation). Such dato includes many specifics under the broad categories of 
job bad __^ound data* target population data, and critical task data. The specifications 
of specific data requirements and sources of this data should be part of the overall 
Job AnaJysiB Plan. 



WHAT ARE SOhiB SOURCES OF JOB SIGHlFICANT VATA? 



There are many sources of data to suppon a job analysis. 

These sources incli such things as: 
o Technical Manuals 
® F\ \d Manuals 
° Army Regulations 
® CircuJars and Phamplets 
^ Programs of Instruction 
Q Soldier's Manuds 
® Previous Task Lists 

© Documentation from the Systems Engineering Era 

© Reports from outside agencies, i.e., Army Research Institute, HumRRO, 
^d other military and civilian research organizations 

@ Internal Research Reports 

© Tables of Organization and Equipment and Tables o^ DistributiDU and 
Allowances 

© Civilian Publications (technical journals and profesaonal publications) 
© Equipment Modification Work Orders 

® CODAP { Comprehensive Occupational Data Analysis ftopams) 
© Field Surveys 

@ Panels of Experts » ' , 

WHICH SOURCES OF VATA ARE INCLUVEV W THE RESOURCE 
mUAL? 

Each of the sources list^ is useful for fuLfilling specific needs in the Analysis Phase 
of ISD. The Job Analysis Plan shoLUd specify exactly which items of data will be needed 
and the recommended soujce(s) for each item. In this way ali the data can be acces^d and 
ready for use. as soon as it is needed. The last three source on the Ust, CODAP, Field 
Surveys, and Consensi^ Groups or Panels, are frequentiy cited ia the Job Aids for 
specific items of infonnation. How to use these sources is the subject of this manual. 
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WHAT IS COVAP? 

To provide personnel managers and traininE rt^^^agers "^^^ ^he reii^^^^^' job data 
needed for job and task analysis, the Deputy Chief Of Staff Personnel has selected the 
eccupaiional :^u:vey qu£s:lon:;:ure for claLa coli^^^tic^n ^j^j (^ODAP ( (^^Qnipr^iwnsive 
Occupational Data Analysis Proprams) as the gv^^tefn tor processing, reporting, and anal- 
yzing this dati. The combination of quest lonnf^tre ^^^.d CQP-'^P emtently beliif? used by 
aJl the L\S. Armed Forces to support tiieu^ oocUpatiO:.^^ survey and job analysis efforts. 
This auto:;. .iCed d_.ta systern provides informatioh in sych areas as; duties and task? 
performed by job and duty mcumbents; types of ^^'^tpment, tools^ and vehicles used 
and maintained; sptcia] skill.- and knowledge vvhich ^ust rn^^ by job incurnbents; 
quality and quantity of tnuning received or r^quireci; phygical and men^^i demands; 
special items pertaining to personal and job backgrou^^ in/ormation, work environment, 
and job satisfaction. 
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O/HEW SHOULV COVAP nEVOnTS BE USBV? 



Whenever data has already been prepared by COD^P it shouy in p^^^^^^nce 

to school conducted surveys in order to prevent duplication of gfj^j^- ^Odap 
cEpability of supplying all your data needs. It is the resP^^sibliit^, ®^^h ^ximf ^^^^c? 
schooi to initially provide the Army Occupational Sur\'ey ^^^&ni^ .^he inDUf' *^ust 
have to supply your job analysis needs, and also to deveJ^P ^ job ar>^^^^^ PlW w^*^^* 
allows sufficient time to access the necessary^ data. 

Of particular use in job analysis are Group Sumrnart^ ^^Port^ "f^^^ ^ob \id^ 
suggest that you obtain these reports for docuraenting gUch info^^^ion tasK-^ 
perforrned in each duty position (ask for GpSUMB rep^ft for you^ f-^^S)^ pef^^^tag^ 
of soldiers in the skili level perforrriing each task (ask fpf GPSup^j Qiven sU^^^'^^^^^t 
lead time CODAP can also make up special reports to pfcvide ratij^gf ^k gel^''^'"^^ 
factors such as, time to train OJE, con^uences of inad^^^^^-^ perf^^'^^^ce, and P^^ba^ 
bility of emefgency performance (ask for FaCSUM report). 



HOW ARB COVA? REPORTS OBTAimV? 

In order to obtain CODAP data you should first ch^^k with vo^^^^^r^sof "° if 
the information you need has already been accessed, jf it has j^q^" ^^^^^ to: 

Commander 

US Army Military Personnel Center 
ATTN: DAPC^MSP-D 
2641 Eisenhower Avenue 
Alexandria, VA 22311 

or call: 

325*9272/9493 (AUTOVON 221-9272/9493), 

Allow at least three we€ks for the reports to arrive y^uj s^j^^^'^ The nec^^^^* 
lead time could be much longer if you are requesting special infof^^t^^^ Which 
has not yet collected. It is recnmmended that you obtsi^^ the tw^ ^jf^'^^^ guides ^^^^ 
MILPERCEN: the US Army Miliary Occupational Da^ Bank, and Arml/ ^^^^Pa 

tiohal Survey Program, 



■Keep in mind that thtse pereenugts £ri basgd on the pe^g^time OQn^-^,^fi' ^Vhich g^^^'^^^ ar^ 
prestptly beinf surveyed, Adiustmenti ^QuJd be made for cofii^^i tajk§^ 
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WHAT IS A WnUAL FJELV SimyEV? 



A formal field purvey is similar to the typ€ of questionnaire suTvey conducted by 
the Army Occupational Sun'ey Program, only "it is conducted by instructional development 
^rsonnel within an Army service school. 

The use ox questionnaires permits the job analysis team to make limited contact with 
large numbers of pefsonnel: thus iarfe amounts of information can be collected at a rela^ 
tively low cost. Questionnaires can be mailed to personnel who are mked to complete 
and return them, or they can be administered to groups of job mcumbents and/or super- 
visors by local personnel who have the responsibility and authority to make sure all 
questionnaires are completed and returned. 



WHEN SHOULV FOmAL FIELV SURl/ByS BE USEm 

Whenever time does not allow you to access information from the Army Occupa- 
tional Survey Prograinj an alternate data coUection method may be used. Formal field 
surveys are suggested as an alternate data source m the ISD Job Aids. Should you decide 
to conduct a forma] field survey be sure to obtain permission from MILPERCEN in 
accordance with the guidelines in AR 600*46. 
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MOW IS A FIBLV Stn^yEV QUESTIONMAmB VBSlGmV? 



© Typ^ of Questionnaires 

There are two types of questionnaires, the dosed form and the open form. We 
suggest using the cloEed form, which contains n list of po..:blG item^ to be selected or 
bianks to be filled In with words or numbers. (For an example of a closed fomi ques* 
tionnaire, see AppendLx A.) This forra haj several advantages over the other alternative, 
the open form. It is likely to take a minimum amount of time to fOl out, thus increasing 
the chances that it will be completed and returned. The process of tabulating and sum- 
marizing responses is simpler and less time cDnsuming than with an open form questionnaire. 
Machine tabulation and computer analysis of the completed fofffls are practical when a 
large number of questionnaires 1% used, 

A properly designed closed fonn questionnaire is difficult to prepare. The designer 
must be sure to include all possible responses expected from any of the soldiers who 
wUl complete the questionnaire. The items must be constructed on the form so that 
they clearly communicate to the user exactly what the designer is trying to ask. The 
greatest single problem with re^arch methods is improperly word^ questionnaires,.^ they 
produce faulty data. If you intend to design your own questionnaires we suggest consult- 
ing the following guides: 

Morsh, J,E. and Archer, W.B, Procedural guide far conducting occupational 
surveys in the United States Air Force (PRL-TR^6741). Lackland Air 
Force Base, Texas: Personnel Research Laboratory, Aerospace Medical 
Division, Air Force Systems Command, September 1967. 

Jacobs, T.O. Developing questionnaire items: how to da it weli Human 
Resources Research Organization (HumRRO), 300 North Washington Street, 
Alexandria, Virginia 22314. 
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WHAT SHOULV BE XWCLOPEP ON WE QUESTIONmRB? 



The details of the forms you usa win be determined by: 

1, how you will Mbuiate and summarize the resalts, and 

2. what information you wish to collect. 

How you v/ill tabulate and summarize results will be determined by whether you 
have available a computer and other automated data handling equipment and by the 
number of people surveyed. To dotirmini what informBtion you wish to collect, you 
should eonsidir the total data requirement for the training dsvelopment process, Thesa 
dntB requiraments should be pr^stirmintd in the job analysis plan so that as much infor* 
mation as possibli ran be obteined in i iingle quiitionnairi survey effort. 

One note of caution about the design of your questionnaire is that you should keep 
the questionnaire as short as pmctical. In general, the forms should be designed so they 
can be completed in two hours or less. One way you can save tilne on a complex 
tesk inventory is to list all tasks under their appropriate duty position title. This 
will permit the soldier to rapidly scan poups of tasks .not performed and then pro- 
ceed to the next duty position. 



WHAT TYPE OF WSTRUCTIOhiS FOR COMFLETING ANV 

AmWISTERWG THE QUESTWNN AIRES SHOULV BE PRBPAREV? 



After the formal field survey questionnaires have b^n written, the instructions for 
complating and administering the questionnaires should be prepared. These instructions 
should Include: 



® For the uset 



an introduction explmning the purpose and 
irnportance of participating in the field vey. 



general instructions explaining how the questionnaire 
is to be completed. 



# For the project officer 



general instructions regarding responsibilities. 



(When questionnaire is 
not self-administered) 



specific instructions for administering the ques- 
tionnaire in a controlled environmant. , 



For examples of these types of instTUctions, see Appendix B. 



HOW IS A SURyEV SAMPLE SELECTEV? 



\ou OTP now ready to select organisations and individuals to provide you with tht> 
needed job data. The complexity of the MOS, the availataility and quality 'of pubhshad 
sources of job information, and the number of people in the particular job will determine 
ho^^' much and what kinds of infonnation you need to collect. This will strongly 
innut^iig^ i^l^e maky^up and size of youx sample, if the compiexity and amount of required 
data are grt^at, the nu_mber of organi^tions and individuals interviewed %^i]l increase. As 
a general nile. you^ smn^ey sample should be as large aj possible. This is particularly true 
if you do npt have personnel available with the responsibility and authority to assure that 
most of your questionnaires will be completed. You should make an attempt to obtain a 
sajnple that represents the distribution of individuals in the MOS according to command 
and skill level. Review of personnel records, either by personnel employees, members of 
yoUf job analysis team, or your field representatives who will conduct the suxvey will be 
required to obtain data upon which to base choices for your sun^ey, 

* In iubcting UNITS for sampling, you should select units that; 

1, have at least a small number of job holders and supervisors who do the 
particular job to be analyzed. Preferably, you should choose som.e units 
tHat have a relatively small number of job holders, and some that have 
large numbers. 

2. are geographically and environmentally representative. 

^ In selecting INDIVIDUALS within the units, you should select a group made up 
of individuaJs who: ; 

1- perforin and supervise the job being analyzed 

2- perform with average satisfactory proficiency 

3. ajfe representative in terms oi length of tirne on the job 

4, are representative in terms of training. 

For certain types of information you will also want to choose at least a few job holders or 
supervisors who are acknowledged experts at the job. 
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HOW IS A QumnoNhiAmE sunm cONVucrtv? 



Q Trial Run (Vaiidation of Initrumants) 

Before sending out the total number of questicnnaires you intend using, you naay 
\vlsn to send out a small number. This will permit you lo check the initial results 
possibly make some changes in your questionnaires or instructions. Then you will send 
out what you hope v/ill be the lo^ number of questionnaires required. 

© Group Administration 

The ideal way . .j administer questionnaires is poup administration. Where the 
local responsible officlai and his assistants schedule the administration he should do 
the following: 

^ Make certain that only eligible individuals are seated in the administration area 
^ Read the administrative instructions 

— ^ovide any neces^ry assistance in completing the questionnaires 
Return the completed qutstionnaires to the school 



9 Individual Adniinistration 

Often, piuticuiarly with indi^duals at remote stations, poup administration is 
ijnprECtical. In these cases, it is sometimes effective to ^nd the questionnaires to a 
responsible officer md request that they be retimied by a reasonable suspense date. 
Careful attention should be paid to the instructions for administration or self- 
administration. If yom- command has no authority to require that a auspense date 
be met, then you must ei^er obtain the concuiTance of a command with that 
authority, or be willing to accept a reduced percentage return. 



o Return of Queitionnaires 

How much confidence can you have in the validity of your questionnaire if you 
get less than a 100 percent return? Less and less confidence can be eKpected with each 
reduction in the percentage return^* What can you do if you are not satiified with the 
percentage of returns of the questionnairei? We suggest you try the following: 

1) Send out more foms to different people md hope for better results, 

2) Recontact some of the fii^ sample Mid try to encour^e ^em to return 
the questionnmres. 

3) Visit a random sample of those who did not res^nd md compare their 
fbrced responses with the voluntas responses. Then you and your super= 
visors wiU have to decide how much chance you are wilUng to take that 
the data you have receive presents a sufficiently accurate picture of the 
job as it reaUy exists. 



2§ 

On 
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OJHAT IS A PAMEL OF BXPBRTS? 



With this method a group of personnel selected for their experience and knowledge 
of the job, k 'rought tofethir to corifer about the required job analysis data. Paneis may 
be made up of one or more of the following types of members: 

1) ii'Uijj' icjL iil^ttsr SxpsrXo (Si*i,j=i5) 

These are personnel found at your school who are acknovvledged experrj? 
in the tasks, duty positions or MOS you are analyzing. They may be 
found among Lvstructors or ISD personnel who hold the MOS. SMEs 
may or may not have had recent field experience. 

2) Job Incumbents 

This poup includes those who are presently holding the jobs/performing 
the tasks/ you are interested in, or who have recently held the jobs. The 
more recent the better. More than three years away from the field would 
disqualify a potential panel member. 

3) Job SupervisQrs 

This group includes those who are presently or have recently (within the 
past three years) supennsed .soldiers in the jobs/tasks you are interested in. 

Job incumbents and job supervisars may be found on the post where your school is 
located or at other locations. Check the TOEs and TO As to find out where personnel 
may be assigned. While personnel assign^ to your post are most conveniently assembled, 
they may not be completely representative of job incumbents/supervisos^ serving in other 
locations. Also, they probably have been heavily burdened by school sun^eys, panels, etc., 
already due to their proximity to the school. Therefore, personnel from other locations 
may have to be used, 
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WHEN IS A PANEL USEV? 

Panels of experts are a good siternar.c data source when; 

- CODAP is not available 

time and funds are inadequate for conducting a field survsv 

— the type of information required can be reliably provided by a small group 

\ 

WHEN ARE SUBJizCT MATTER EXPERTS USEV? 

With this method, a poup of highly experienced personnel is brought together to 
record and organize the required job analysis data. ThL^ method is particulariy usafuj in 
collecting job data on new jobs or on manaieriaJ and suparviso^ jobs where many of 
the most critical behaviors are not directly observable. Since the members of a panel of 
SMEs are experti in the MOS being analyzed, their collective effort should be decisions 
about the requirements of the job. In general, their peatast effectiveness is in evaluating 
and making decisions about job data that have been collected from other sources by 
other means. 



WHEN ARE RECENT JOB IWCUMBEWTS ANV/OR SUPERl/ISORS USEV? 

With this method, a poup of job incumbents, job supervisors, or a combination of 
these, is brought together to provide information about their jobs/ The prim^ function 
of this type of panel is to provide information about their jobs, not to make decisions. 
Another name for this type of panel is Consensus Group. 



HOW IS A PANEL ASSEmLEV? 

The panel is a relatively inexpensive and easy approach to collecting data. Three to 
seven persons is the number recommended to make up the paneL Whenever possible, you 
want panel members to be representotive of different locations and types of units in the 
field. While many experts may be available within your school it is eritical that their 
views be balanced by those of p^nons semng presently or recently In the field. If all of 
the panel members come from schools, there may be a tendency for the outcome to reflect 
what exists in training rather than what actually exists on the job. 
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endix B 



ADMINISTRATIVE PROCEDURES 



CLOSED FORM QUESTIONNAIRE 



Introduction (for user of qu^tionhair^) 

Ganaral Inrtructions (for u^r of dU^fionnairi) 

General Instructions (for projact ^ffi^^^) 

Spacifia Inrtructions for Admini^tarifiB Questionnairt 
(for project officer when quMionnair^ is adrtiinlstered 
in a controlled environment. ' 
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TO: USER OF QUESTIONNAIRE 



INTRODUCTIoig 

TO THE NONCOMMISSIONED OFFICER: 

This questionnairt is part of a field suivty deiig^#d to ider^ jff ^Ics for ^'^^^ 
police training. Its ipecific pmpom m to obtmn froi^ you, the tjo^'^^^miiiion^ ^*fict 
toformation on task criticality and frequtncy of ptrfg^anc^ S^ ^^^^lt gained 
this questionna^e wm play a major part in redesipiirjg the Nono^^^'^^ned O^'^^^^ 
Advaneed Education System. The lUtimate goal ia to deii^ tra^j^l ^ that it ^'^^^^ti 
what wt have learned from you in the field. This goal i§ POssibi ^^'^ ^ith ^ 
cooperation. Consider each tesk listed in this questio^^e earefyjiy giv^ h%^^ 
response. Your contribution is essential to a succeisfoJ survey 



\ 

\ 

\ 

\ 

\ 




\ 

\ 
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TO: USER OF QUiSTIONNAIRI 



GENERAL INSTRUCTIONS 

1. Complete this lurvey questionnairt within the time specified by your unit project 
officer and rettei it to him upon completion, 

2. Because instructions for completing each p^ of this survey queitionnaire m 
different* read aU instructions carefully. 

3. Part II requires' that you supply biographical information. This information will be 
u^ to correlate feedback received from the field. Print all answers in the spaces 
provided on the appropriate survey questionnaire p^e* 

4. In the upper right comer of each page of Piuft III, Task Inventory, of this survey 
questionnaire is a BOOKLET NUMBER block. Immtaiately to the left of this 
block is the Individual booklet number. Print the .individu^ booklet number in the 
BOOKLET NUMBER block on each page of the Task Inventory as demonsfrated in 
the example. 



EXAMPLE: 



BOOKLET NUMBER 



0 1 2^4 B 6 7 a 9 
0123^56789 
0 1 2 3 4|6-7 8 9 



5. Part III, Taak Inventory, is divldftj into nine (9) separate sections (Sections MX), 
The content of these sections concerns tasks you may perform in your pr^nt duty 
assignment. You are asked to rate each task in accordance with three eirtteria - 
frequency of task performance, imm^iacy of ti^k performance, md importance of 
task to mission success. 

Base all selections on your experience in your present duty assignment. 

a. Column A requires that you rate how often you perform each task on a scale 
from one to four. The criterion for this rating is the frequency of ta^k per- 
formance. Those casks perfonn^ most frequently wiU normally be rated fo^ 
while those tasks no*, performed at all vdU be ratad one. 
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b. Column B requifis that you deteTOine how soon you muit bt capable of per- 
forming each task after reporting to your present duty ass^inint, The cri- 
terion for this rating is the immediacy of taak performanpe. Of the four 
possible responses, select the,one'hioit nearly describing yo^ r^uirementa. 
Select response number four for those tasks which you must bt capable of 
performing immediately upon reporting for duty. Select response number one 
for those tasks which you never perform. 

e. Column C requuei that you describe, in your opinion i how importwit each 
task is to mission suece^. The criterion for this rating ii the importance of 
the t^k to the accomplishment of the unit m^sion. Those tasks that. In 
your opinion, Bie most importmt to mission success will be rated four while 
those tasks that you consider least important will be rated one . 

6. After selecting, enter your responses for each task, using either a pen or pencil, in 
the Mswer portion adjacent to the appropriate task statement as demonstrated in 
the example. 

EXAMPLE : The task PREPARE CORRESPONDENCE , if ratrf as perfomed 

FREQUENTLY in Column A, identified as must be capable of performing 
IMMEDIATELY in Column B, and determined by you to be MOST 
IMPORTANT in Column C, would be entered in the answer portion, as 
shown below. 



PREPARE CORRESPONDENCE 1 



I 



I 



4 

I 



After each section of Part III, T^k Inventory, is a Write-In Section. These write-in 
sections are prodded in order that you may comment on each task inventory section, 
or list any task(s) you think should be included in the Task Inve:fitory. These sections 
also allow you to comment on those tasks that you find are the most difflculi. for 
you to perform. 
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TO: PROJECT OFFICER 



GENERAL INSTRUCTIONS FOR PROJECT OFFICER 

1, General , The Military Police ScHool is ciurently involved iii redesi^mg baaic 
military police training to produce milit^ policemen better equipped to p^rfotTO 
when they reach the unit. The emphasis is toward tridning replacements in taaks 
actually being perform^ in the field. The questionnaires in this packet are desipied 
to identify those tasks. 

The care with which you, the project officer, administer the questionnaires will 
determine the accuracy of field feedback and, consequently, the success or failure 
of this project. 

2, Sun^ey Packet Contents, 



a. 


Questionnaire 


b. 


Supervisor Questionnaire 


c. 


Project Officer Instructions 


d. 


Answer Sheets for Questionnaira 


e. 


Pencils for i^e on answer sheets. 



' Responsibilities . 

a- Unit CommMder . The unit commander is requested to appoint a project officer 
and to monitor administration of the aitfvey. 

Project Officer. The project officer is responsible for the control and handling 
of questionn^es, for the adminjstration of the questionn^es, and for returning 
completed and unused questionnaires to the Miliary Police SchooL 

Questionnaire Administnitor , The project officer may appoint someone to 
administer the questionnaire, if necessa]^. Normally, however, it is recom- 
mended that the project officer administer the questionnaire himself. 



4. About the Questionnaires. 



a. Questionnaire . This questionnaire is designed to identify tasks being performed 
by milita^ policemen in the field and the frequency with which each task 

is performed, 

b, Superviior Questionnaire . The supervisor questionnaire is propmmed to pro- 
vide feedback on task criticality, probability of deficient performance, and the 
frequency with which each t^k is performed. 
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5. Who Takes Tht Questionnaire. The project offictr U responiible for seleeting 
indmduals to take the qutstiorinau-es (respondenti) withm their uniti. Those 
selected m^t meet the requiremtnti listed btlow* 

a. The questionnaire respondent must: 

(11 Be in an duty assignjnent (actually perfonning M.P. duties) 
(2) Have been on the job at leaat 90 days 

b. The regpondent to the Supeniior Questionnaire must! 

(1) Commmd or auperviae M,P, pereonnel 

(2) Have been in a command or supervi^^ position in the unit for 90 days. 
(Assign queitionnairei proportionately among officers and NCO*s,) . 

6. Questionnaire Administration, 

a. Questionnaire . The questionnaire will be administered in a contoolled environ- 
ment, Persons participating in the survey wiU be dlowtd two hours to complete 
the questionnau'e and will turn the questionnaire and answer sheets in to the 
questionnaire administrator prior to leaving the survey mrea. Individual question- 
naires and their aecompanying answer iheets will be kept together. 

See attached item for the procedure to be foUowwi in administering the 
questionnaire, 

b. Supervisor Questionnaire . Supervisors selected m respondents for this ques- 
tionnaire will be allowed to sign for the queitionnatfe and take it with them. 
They will complete the questionnaire and rettm it to the project officer within 
a time friune he specifies. This time friune must be compatible with the 
suspense date to the Military Police SchooL 

7. Questionnaire Handling . Questionnaires and answer sheets become FOR OFFICIAL 
USE ONLY when completed. For ease of accounting, each questionnaire and its 
accompanying answer sheets ^e numbered. All questionnaires must be returned to 
the Military Police School whether they Bie used or not. Instructions for retimiing 
the questionnaires to the Military Police School are contained in the basic letter. 

If you have any problems or questions, contact (NOTE: Give name or names, 
address^ Md telephone number). 
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PROjgCT OPFICER ADMINISTiRING QUiSTIONNAIRi IN A CONTROLLED 
EMVIRONMINT 



ADMINISTERING THi QUiSTIONNAIRE 

Freparatioii, A clasiroom or trainmg room ^uipp^ with deiki will provide the 
most ideal site for administering the queitionnaire. Questionnairei, aniwer ihttti, 
ana two eUctropraphic ^ncik should be issu^ to participanti after everyone who 
i$ to take the queitionnaufe has arrived, ThiB ensures that everyone starts together. 

Initructiong, The questionnaire administmtor wiU present the following instmetions. 

a* **Is there anyone here who is not working in an M.P, duty position? Is tiiere 
anyone here who has not been assi^ed to their present duties at least 90 days? 
If so, please leave at this time/' 

b. *'Will everyone at this time please read the first page in the questionnaire which 
fias been issued to you/* 

( Note to the administrator: It mmt be emphasized that your enthusiasm for 
this project or lack of it will be contagious. It is important that you demon- 
strate a positive attitude to the pMticipants, Allow time for the first page to 
be read and underline the importmce of the questionnaire with the following 
statement.) 

would like to stress the importance of this questionnaire. The MUit^ 
Police School wants to design training to fit the job in the field. You ^e 
the only people who can tell them what they need to know. Please think 
through each question and give your best Mswers." 

**Tum to Part I, Biopaphical Information, and mswer questions 143. 
When you have finished^ lay your pencil on the desk so I will know when 
to proceed to the next step." 

**Now read the instructions found in IL" 

( rjote^to the administrator : Allow reasonable time for everyone to finish before 
moving to the next step.) 

**Are there any questions?" ' . 

e. **As you read in the instructions, there are nine answer sheets accompanying 
your questionnatfe. Take the answer sheets md number them one through 
nine to correspond to the first nine sections in Part III of the questionnaire. 
If you do not have nine answer sheets, raise yoiuf hand— I have extm ones. 
Use a separate answer sheet for each section. Answer only the number of 
questions Itated in each Md move to the next section and answer sheet. It 
ii not necessary to write your name, rank, the date, or cou^e at the top 
of the answer sheet. Also, disregwd the blocks marked score, pade, extea 
ppints, and social securitv number.*' 



——————————— — ' • ' . ' - -X^^ — 

f. "Because of the slit of this iiyfvey, these Mswer sheets will bt read by \ 
machine. You must use the sptaial pencils provided so thit tht maehine can 
read the answera. When marking your answer, take c^e to fill the vertical 
ractitfigle outlining the letter as shoTO by the exMiple on page 4 of the 
instructions* Al^, please be sure not to make my stray marks on the 
answer sheeti. Finally, do not fold the uiswer sheets*'* 

g. **All answers must b^ed on your experience in this your present unit. Do 
not call on experience in previous units* This meani that if you do not per- 
form a pirticulM task in yoitt present unit, you mmt mark *do not perform 
this task' on your answer sh^t." 

h. **You may begin answering Part III. Remember Section ten, the written 
section. When you finish answering all questions, insert your answer 
sheets into the questionnaire and turn them in to me. You may leave 
when you bib finished. Are there any questions?" 

Concluiion . After everyone taken the questionnaire, ensile that all ques- 
tionnaires and answer sheete accounted for. Collect the pencils provided so 
that they may be returned to the Military Police School along with the question- 
naires and answer sheets. 
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DESCRIPTIVE Al. ORINQ FLOWCHARTS 

ISD 1.2 Select Tasks for Training 



This is the 1st in a series of ISD Job Aids for ubb in instructional design and 
development. This voliime will direct you to specific guidance, examples, and references 
provided in the supplemental mmual ''Job Aid for Selecting Tasks for Training ISD 1.2. 
If you do not have the supplementary manual, request it from your supervisor. 
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ISD 1.2 &leDt Tasks for Training 




No 



This introduction pravides the user with 
instruction on the basic structure of the 
Job Aids and guldanci for their use, 



Introduction to the Use 
of Job Aids 



Refer to InTroductlon. 





No 



Yes 



OvervjBvv of Task 
Selection Job Aid 



Overview jncludes: 

— Goal 

— Objectives 

— Major steps in process 

— Products 

— Worksheets used ^ 



For detailed overview see Manua 
page A4. 
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Obtain Critical Task 
Identificatioit Sheets 
(CTI). 



Obtain Information 
Necessary for Sotting 
Up CTI Sheet 



No 



Task inventory includes all tasks performed 
in tfiis skill level. 



Guidance for Obtaining 
Task Inventory List 



Task inventory should be available as ouiput 
from ISO LI Analyze Job, 

If proceduras for listing tasks by skill level 
were not complete, see persons responsible 
for compiiing task list. 

When list has been obtainod return to Manual, 
ISO L2 Select Tasks for Training, Block 6, 
page A^ll. 



1 

Critical task IdentificHtionand final selections are recorded on the Critical 
Task Identification SficBt (CTI). The CTI Sheet, therefore, provides a 
documented renord for these decisions and the basis for each. 

For guidance in obtaining CTI Sheets, see Manual, page AO 2, . 
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Record on CTI Sheet: 




Date^ Page Number, 


• 


Name, MOS Code, 




Skill Level, Task 




Numbers. 




• 


Attach Task Inventory 











Informatioii ^^^nriod for "setting up'' the CTI Sheet includes the following: 
= MOS code 

- Skill level 

- Task ID numbers \^ 

- Task inventory 

For sources of information see Manual, page A03. 



Number each CTI Sheet (Usu as many as necessary to list all the tasks). 

Attach a copy of the task inventory to the first CTI Sheet to help you 
identify the tasks to which the numbers refer. 



Example: See Manual, page A-I4, 
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Lbcate First/Next Task 


on CTI Sheet 
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ISD 1.2 Select Tasks for Training 



This block begins the prucesi of initial sirection of tasks for training 




Yes 
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Certain tasks may be performed in more than 
one sklli ieveL 

CTI Sheets from lower skill levels are checked 
to determine if training for the taik is authorized 
in a lower skill level, (not neceisary If this is 
Skill level 1). 



• Tasks which are being trained at a lower 
skill level are not considered for tfaining 
at this skill IeveL 

• For purpose and example, see Manual, 
page AM 6. 



Have all tasks been 
examined ta determine: 

- task value (numbar 
In Row 4} or 

- if training is authorized 
at a lower'sNII level 
(djsti irr Row 4 and 

N in Row 9), 



Rate Task on Time to 
Train OJf and Record. 
Rating in Row 1 on ^ 
CTI Sheet 



T 



• Time to Train OJE means: How much time is needed for the soldier to 
learn to perform this task without a formaUralning program? 

• Rating scale located on bottom of CTI Sheets. 

• For further explanation and sources of information, see Manual, page A-17 



EKLC 



16 



Rate Task on 
ConsBquencGS of 
Inadequate Performance 
and RBCorti Rating in 
Row 2 ufi CTI Slieet 



17 



Rate Task on Prnhabilitv 
of Emergency 
pDrformance and Record 
Rating in Row 3 ^f 
CTI Sheet 
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Rocord Total of the 
3 Selection Factor 
Ratings in Row 4 



CQiisequBnces of (nadyquate Perforriiance on mission accomplisfiment and/or 
battlefjeld suivival means: 

Wfiat are the results of inadequate performance in terms of 

= wasted iime, inefficienCY 

- destroyod malfiriais/cquipmcfit 

= loss of liVes/iniury? 

Rating scale located on bottom of CTI Sheet. 

For further explanation and sources of Information, see Manual, page A-20. 



^ Probability of Emergency Performance means: 

What is the chance that task performance will occur under conditions 
requiring instant and effective action with no time for preparation or 
practice? , 



Rating scale locaicd on botiom of CTI Sheets. 



® For further explanation and sourxes of information, see Manual, page A^23. 



© The ratings of all 3 factors are added togethor. 
© Example, see ManuR!, page A^26. 




® Is there either a number or a dash recorded in Row 4? 



Yes 
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Has 
Your School 
Set Single/Total Factor 
jCriteria for Critical^ 
Tasks 



Yes 



Has your school given guidance on what number 
ratings are required (both single factor and total 
factor) to identify a critical task? 



ISO 1.2 Select Tasks for Training 
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Record thg Singls Factor 
and Total Factor 
(Task ValuD) 
Criteria on CTI Sheet 
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Select First/Next Task 
on CTI Sheet Which Has 
a Number Rncorded 
in Row 4 
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Do 

the SinglB or 
Total Factors Equal or 
^Exceed the Criteria^- 
^RecDrded 

7 



No 
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Guidance for Setting 
Selection Factars 
Criteria 



^ For guidance in setting the selection 
factors criteria, see Manual, page A^28, 



s Spaco haj been provided ai upper left corner of C i f Shset for 
this information. 

e For an example of how the CTI Sheet looks when this information 
has been recorded, see Manual, page 



® Now that Rows 1 thru 4 have been filled in for each task on the 
CTI Sheets (disregard those with a dash in Row 4) questions 5 
thru 9 on the CTI Sheet are considered. 
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Record in: 
Row 5: N 
Row 6: - (dash) 
Row?: ^ (dash) 
Row 8: (dash) 
Row 9: N 







® Do the 3 ratings add up to, orexcced the 
Total Factor (Task Value) Criterion recorded 
at the top of the CTI Sheet; or Is any single 
factor equal to or greater than the single 
factor criterion? 



« N in Row 5 means "no treining required", 

© Dashes in Ro\^ 6^ 7» 8 mean "does not apply' 

• N In Row 9 means "no training authorlied", 

® For iJcample, see Manual, page A-31. 
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Do 
All Tasks 
Havn an Entry in 
Row 5 

7 




© Do ell! iflSks lisvu an 
N, Y, Oi - {dnsh) in 
Row 5^^ 



Recarti Y In Row 5 
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e Y ifi Huw 5 means "yGS, training fcquirod' 
s Exuiiipu^. sofi r^lanuji, page A-3Z. 



Do all tasks have an N, Y, or - (dash) 
in Huw 5? 



Locate First/Next Task 
with d Y in Row 5 
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Find the first/next task that has a ''Y" undfjr in Row 5 = Training RBquired. 



Determine Similarity of 
Task to Other Tasks 
Requiring Training 



Dotefmine^siniilarity.of task to other tasks recorried as "Y" in Row 5 
which do not havu an entry in Row 6 on CTI Sheot. 

For further explanation, sqe Manual, page A=34. 
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Task Similar to 
^ny Other. Task(s) WhicK 
\.RRquir0(s) Training 



Yes 
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e is this task so similar to one or more other tasks 
which require training that if the soldiei' were trained 
to perform one of them he could easily perform the 
othGrls) without additional forma! training? 



Record in: 

Raw 5: — (dash) 
Row 7: Y 




^ - (dash) in Row 6 frieans 

''does not appiy'\ 

^ Y in Row 7 means "yes, 
training recommended**. 

s For example, see Manual, 
pagD A-35. 



Select Group Symbol 



34 



9 The group symbol identifies all tasks within a particular group of 
similar tasks, 

© For further explanation and guidance, see Manual, page A 



Record Group Symbol 
in Row 6 for This Task 
and All Tasks Similar 
to It. 



Example, see Manual, page A=37, 
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RecO'd Group Symbol 
on Bottom of CTI Sheet 



For further explanaiion and guidance, see Manual, page A=38. 
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Rocofd Task l.D. 
Numbsfs for All Tasks 
Assigned With This 
Gfoup Symbol 



© On the linB(s) opposite the Group Symbn!, reci 
for each task in this group. 

s For exarnple, see Manual, page A^39, 



the task I.D. numbtir: 
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In Row 6 Circle the 
Most RBpresontstive 
Task of the Group 



For furthei explanntion and example, see ManuaL paye A40. 
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In Rows 7 and 9 
Record "H" 
In Row 8 Record 
- (dash) 



''N" - No. Training is not recommended for this task because this is not 
the most representatiwe task of the group. 

Example, see Manual, page A41. 
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in Row 7 Record Y 
Under the Task you 
Circled 



"Y" = Yes. Training is recommended because this is the most representative 
task of the group. 

For example, see Manual, page A42. 




Yes 



A. 10 
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Assonit)le Aiiernatti 
Panel of SfVlE's to 
RuyiK'w CTI SliHHt 
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/ Dn.s \ 
CTI Shfiei Reciuire 
Ruvisioo 

\ 7 



Nn 
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Gaunt Number of Tusks 
RficummGnclGcl for 
Traiiiini] lIiicI Rucorcl 
^ Total nn CTI Sheet 



41 



Lucntfi Nvrni Task Which 
Does Not Huyy u Giyup 
Symtiol or Dash in 
Row 0 




o Tfio next task is Gxnminyd lor 
siniilaritios. 



HMfc's vcnfy ihe sulectiun factor ratings and task sirTiilarjty judnemenis. 
For firrth ^ c^xplanatinn arul guirlsnce, see fVlanual, pane A-44. 
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Did the panel of SME's agrno that changes 
shoulcl be made? 



Revise on Basis of 
Consensus View 



Count all the Y's in Rdw 7 on each CTI Sheet. 

Fill in this total on bottom of the first CTI Sheet; 
Number of Tasks Recommended for Training, 

Example, see Manual, page A-45, 



€0 
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Dctermino if There Is a 
Limit on the Number of 
Tasks Authoriied for 
Training 



Far further informatlDn and guiiianCG, sbg Manual, page 



47 



Have 

"T^nrc Tasks 6cnn\,, 
"ReCDnimended Than tlio 
^Number Authorized 

"ling. 






Yes 


49 





48 






Record "No 


Limit" in 




Space Marked NumbDr 




of Tasks Aiitiiorized 



Fill in the Number of 
Tasks Which Can Be 
Authorized for Trainiiig 
on CTI Sheet 



The number of tasks recommended is 
comporQd wliii the iiumber autho/ized 
for training (if there is such a number). 
If there is no limit, take the "No" branch. 



For B)<aniple, see ManUiil, page A47. 



The number of tasks which can be authorized for 
training is filled in the space marked: Number of 
Tasks Authorized, on bottom of CTI Shee*. 

For example, see ManuaL page A48. 
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Obtain Supervisors 
Approval/Initials on 
CTI Sheet 



• CTI Sheets are submitted to supervisor for appraval of the selections marie 
thus far. 

® Siipnrvisors Initials shotilcl he placed on bntinni of CTI Shoet, 

• For example, see ManuaL page 
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In Row 8 Fill ill 
Percent Perfofminn Each 
Task RHCOninieiided for 
Trnining in Row 7 
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BoLMi Rcconi mended for" 
\^.^rain!ng Thiin Ciiri ho 
\ Authorizod 



54 



Order Tasks 
Recuinmended for 
Trarning by Percerit 
Porforming 
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Identify Recommended 
rasks Which Will Be 
Autfiori^ed Training 
(Critical Tasks) 



This information v^fill help organize the list of recommended tasks so that 
those performed by the larger numbers of soldiers will be given prioflty, if 
more tasks fiave been selected for training than can be authorized, 

Evon if all the tasks rncoittmended can be authorized tor training, this 

iMuMnuuiun will bu nyudud in iSD L5 Suleut Instruciiunal Sotiing for the task. 

Foi sources (iiul further guidance, see Manual, page A^Stl 



© The Number of Tasks Recommended and the 

rJLiitiiuM (if T.isks Aliihun/tid Ore compared. 
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In Row 9 Record '^Y'* 
Lindnr Each Task Which 
Was Recommended for 
TfuiEiiny in Row 7 







s These are critical tasks. 

e For Bxarnply, see Manual, page A b2. 




« The I □ Niimbers and Percent Performing each task recommended for training 
are recorded on the reversB side of the CTI Shoet from highest performing to 
lowest performing. 

• Ordering task by percent performing helps prioritize the list. 

* For oxampie, see Manual, page A^53. 



• For further explanatron and guidance, see Manual, page A^B5. 



A. 13 



in Row 9 Record "Y" 
Under Each Critical 
Task, 

Record "N" Under All 
Others. 



p Row 9 IS on the front side of the CTI Sheot. 

^ For further explonation and guidance, see fVlanual, page A%^7. 
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Obtain Critical Task 
Listinn Sheet ^ 



The Critical. Task Listing Sheet is the document on which all the tasks 
selected for training ore recorded. This Critical Task Listing will be passed 
on to those working in subsequent ISO Blocks. 

For an example of a completed task listing sheet, and guidance in obtaining 
the form, see Manual, page A=59. 
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^-^Were 
ID Numbers 
' Recorded on CTI Sheet 
^Official Nurnhers 
? 



Yes 



No 
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List Critical Tasks 
According to Official 
Numbering System 
Order on Critical Task 
Listing Sheet 
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Were nurnbers assign eu lo tasks as prescribed 
by TRADOC guidance in TRADQC Circular 

351=28? 



Obtain Official Task 


Numbers by 


FQllowing 


Guidance in TRADOC 


Circular 351 


28 



^ TRADOC Circular 351^28; paragraph F, 
pages 1608, explains the task numbering 
system. 



® Task numbers wore listod in order of percent performing on the reverse side of 
the CTI Sheet. Here they are listed [n order of their official numbers. 

^ Transfer Percent Performing figures to Critical Task Listing Sheet. 

® Example, see Manual, page A^62. 



ISD 1,2 Select Tasks for Training 



61 



Obtain Critical Task 
List Approval from 
School Commandant 



Obtain School Crjmmandant s Royiew, Comments nnd Approval as tllrBcted 
in 1 RADOC Circula! 3514, paragraph 3=1632d, page 17. 
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Callect All Work in This 
Block and Submit to 
Supervisor 



Collect; CTI Sheets 

Critical Task Listing Sheets. 

Submit to Supgrvisar who will pass it along tn individuals working in 
ISO 1.3 Task Analysis. 
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Submit Copy of 
Critical Task Listing to 
Appropriate Persons 



Record Comments on 
ISO COORDINATION 
SHEET 



During the critical task selection pracess information 
may have been obtained that would be useful to 
persons who performed activities that fed Into this 
process. Similarly, information may have been 
obtained that would be useful to persons who will 
he engaged in the ISO Step 3 that follow this one. 



« Comments are recorded and submitted to 

appropriate persons. ^' 

« For further guidance, see Manual, page A=6f 



• Individuals who can provide useful input at this stage of the ISO process, 
B.g, DOT, CDD, etc. should receive a copy of the Critical Task Listing. 
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JOB AjDS: 

DESCRIPTIVE AUTHORING FLOWCHARTS 



ISO L3 Conduct Task Analysis 



This is the 2nd in a series of ISD Job Aids for use in instructional design and 
developnient. This volume will direct you to specific guidance, examples, and references 
provided in the supplementary manual *-Job Aid for Conducting Task Analysis ISD 
If you do not have the supplementary manual, request it from your supervisor. 



ISD 13 Conduct Task Analysi: 




Have \ 
You noad ihe\ 
Introductinn to the Use^""^^__L 
of J nb Aids .^'"^ 



Yes 



This introduction provides the user with 
instruction on the gosIc iitructurEi oi ilm 
Jab Aids and quidanc5 for tfielr usB, 



Iritroduciion to the Use 
of Job Aids 



© Refer to Iritrcduction. 




® OyDrview inciudes: 
= Goal 

- Objectives 
= Products 

= Major steps in. process 

- Worksheet Used 



For detailnd overviow, see Manual, page B-4 
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List of Tasks 
Selected for Tfainir 
Avaliable 



Yes 



No 



Task Hsiino inciudes a task selectBd for 
tidiiiiny gnjupod by skiii ievoL 



Guidance for 
ObtainiMg/Pfeparing 
List of SelectBd Tasks 



Obtain Task Analysis 
Worksheets 



List of tasks selocteri for training should be 
fjvailable as output from ISO L2. Select Tasks 
for Trainings) 

If prQCedurfis for selecting Lasks were not 
complete, go to Job Aids: Descriptive 
Authoring Flowcharts, page A^3. 

When list has bien obtained return to Manual, 
ISO L3 Conduct Task Analysis^ Block 6. 



® The task statement, elements, conditions cues, standard, references and training 
tips are recorded on the Task Analysis (T,A.) Worksheet 

e For guidance in obtaining the T.A. Worksheet, see Manual, page B-13. 





3a You 
Know the 
"^Characteristics of a Welh 
Written Task 



No 




10 



Guidelines for 
RecQgnizing Well-Written 
Task StatBments 



Guidelines contain information concerning: 

- Correct format 

- Cornpleteness 

- Performance boundaries 
Observability 

- Measurability 

- Independence 

For further explanation, see Manual, page B^14. 



B.4 
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ISD L3 onduct Task Analysis 
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Select First/Mext 


Task 
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Task statement 
Acceptable 



Yes 



No 



13 



rieviSB StatGmont 



14 



Obtain Supervisar's 
Approval for Change 



Record Revision on 
ISD COORDINATION 
SHEET 



Hds ihu U::k been sfotecJ nienily mil spficificefiy 
accnrflmg to ihu guidelines given \n Block 10? 



State merit is revised according to the 
guideHnes giveii in Block 10. 



® Supervisor should be consultgd before 
actual change Is recorded., 



© The ISD COORDINATION SHEET 
permits task listing to be updated. 

^ For further guidance, see Manual, 
page B 24. 
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Record Information in 


Sections 1, 2, 3, 4, 5, 


7 and 8 on T,A. 


Workshiit 




17 









Select MethDd(s) of 
Obtaining Task ' 
performance 
Information 



18 



Circle Method{s) of 
Obtaining Task 
Infofmation 
(Section 6 on T.A, 
Worksheet) 



19 



Determine Cues Which 
Initiate Task 
Performance \ 



20 



Record Cues Which 
Initiate Task 
Performence 
(Section 9 on T,A. 
Wor ksheet) 



information required on Task Analysis Workiheet: 
^ MOS 
= Skill level 

- Todays date 
= Page number 

= Analyst's name and office symbol 

- Task number 

= Task statement ■ 
For ejcample* see Manual, page B'2fi. 

Methods of .obtaining task performance Information include; 
Review <)f Task Information 
Consensus firoup 

- On Site Interview/Obsen/ation 

- Self'Performance 
^ Other 

For further explanation, see Manual, page B-27. 



For example, see ManOal, pige B-ZB^ 



tt;iese cues signal the beginning of a task. 

For further explanation and guidance in identifying cues, see Manual, page B ZQ 



For example, see Manual, page 6-31 * 
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OeterminB Conditions 
of Task Performance 



22 



flecord Conditions of 
Task Performance 
(Section 10 on T.A, 
Worksheet) 



23 



Determine Standarc!^ 
of Task Performance 



24 



Record Standards of 
Task Perfbrmance 
(Section ijl on T.A, 
Worksheec) 



25 



Determine Riferences 
and Training Tips to 
Be Recorded 



iSU gonduct Task Analysis 



# This conditions statement establishes the physical netting in which the task is 
performed, and the necessary equipment and supoliesr 

• For further eJcplanation and guidance In identifying conditions see Manual 
page B^32. , , 



For example^ see Manual, page 8^34. 



This task standard is a statement of how well the task must be performed. 
For further explanation and guidance, see Manual, page 



For example, see Manual, page B48. 



\ 



. References include: TMs, FMs, other sources of task performance information, 
graining tips include: Rules of thumb, safety precautions, etc. 
For further explanation, see Manual, page 8^39. 



\ 



26 

Record References end 
Training Tips 
\ (if Appropriate) 
(Section 12 on T.A, 
Warkiheet) 



27 



Study Guidelines for 
Writing Task ilement 
Statefnents 



28 



Determine Whether Task 
is Fixed Path/Alternate 
Sequence or 
Combination 



For example, see Manual, page B 41, 



This section begins the process of describing how the task is actually 
perforfTied, 

For guidance in writing task element statements, see Manual, page B42, 



"* Fixed path tasks are always performed in the same procedural sequence. 

• Alternate sequence tasks are performed in a non-pfocedufal sequence. 

• Combination tasks have elements which are performed In both procedural 
and non-procedural sequence. 

• For further explanation, see Manual, page B43. 



29 



Is Task 
Fixed Sequence 



No 



Yes 



30 



Are the task elements always performed In the 
same procedural sequence? 



Determine Task 
Elements and Record 
in Section 1 E on T.A. 
Worksheet 



Task elemei i ore the procedural steps in 
the perform! ice of a task. 

For guidance in determining and recording 
task elements, see Manual, page B44. 



ISD L3 Conduct Talk Anaiysfs 




Number Ejemants by 
Performance Order in 
Section 13 on T,A. 
Worksheet 



For further explanation and guidance in 
numbering ejem^nts, see Manual, page B-4B. 



32 



Record "Fixed 
Sequenci" in Section 16 
on T,A, Workiheet 



• In a fixed sequence task the initiating cue 
for ail element is the completion of the 
previous step, or the task cue itself. 
Therefore, cues need not be recorded for 
Individual elements. 

® For guidance, see Manual, page B 4B. 




Determinfe Task 
llements 



34 



Record an Action 
Statement for Each 
Element 



The task is alternate path or combination. 

All task elements must be identified even though they mey not be included 
in each task performance. 

For further explanation, see Manual, page B49, 



Action statements are recorded in the order in which they are most 
frequently performed. 

For further explanation and guidance, see Manual, page B^51, 



35 



Number Elements by 
Parformance Order 
(Section 13 on T.A, 
Worksheet) 



For explanation and guidance in numbering elemonts, see Manual, page B-52. 
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Detirmine and Record 
Cues Which Signal 
Performance of lach 
Element (Section 18 on 
T.A. WDrksheet) 



• For further explanation and guidance in determining and recording cues, 
see Manual, page B^53, 



37 



Determine and Record 
Conditions for E|ch 
Element (Section 17, 
T,A, Worksheet) 



For further explanation and guidance in determininy and recording 
element conditions, see Manual, page 



38 



Determine and Record 
Standards for Each 
Element (Section 18, 
T,A, Worksheet) 
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Determine and Record 
References and 
Training Tips for 
Each Element 



For guidance in determining and recording standards, see Manual, page 6^57 



For further explanation and guidance in determining and recording 
references and training tips, see Manual, page B^59. 



40 



Review T,A, Worksheet 
for Accuracy and 
Internal Consistency 



The task analyst's review will disclose any amissions, Inaccuracies and 
inconsistencies in the task and task element discriptions. 

For guidance in reviewing the T.A. WnrkshRRt, See Manual, page B^BO. 



ISO 1.3 Conduct Taik Analysis 



41 




Convene Panel of SIV!E*s 
to: 1) Review LA. 

Worksheets 
2) Identify Critical 

Elirnents 



45 



Mark and Code Critical 
Elements in Column 14 
on T,A, Worksheet 



T,A, Worksheets are reviewed by subject matter experts for omissions, 
iniccuraciis and inconsistencies. 

Critical elements are identified as those which: 
^ are common sources of failure, 
- have serious consequences of misperformance, 
^ are most observable and measurable. 

For further explanation, see Manual, page B^B3, 



Each critical element is markes with an asterisk (*) and coded in column 14 
as follov\^: 

= Common source of failure = cjf 

— Serious consequBnces — sc 

= Most measurable, observable indicator moi 

For further explanation, \bb Manual, page BM, 




• Did the panel of SME's agree that one or morp 
changes should be made? 



No 



47 



Select First/Next T,A, 
Worksheet Requiring 
Revision 



48 



Revise According to 
Consensus View 



Yes 




No 




Task Summary Sheets provide the format required for the Soldiers Manual. 
For guidance in Dbtairiing Task Summary Sheets, see Manual, page B^66. 
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ISD L3 Conduct Task Analysis 



51 



Study Guidelines for 
Preparing Task 
Symmary Sheets 



• Quidelines provide detailed guidance for completing Task Summary Sheets. 

• For inforniation, see Manual, pagB 



52 



Select First/Next 
Completed T.A. 
Worksheet 



53 



Copy Whole Task 


• Whole task information includes: 


Information from T.A, 


- task numbBr 


Worksheet onto Tosk 


- conditions 


Summary Sheet 


- standards 






- references 






© For example, see Manual, page B71 


54 






Select First/Next 




Element 
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Record Element 
Performance Description 
With Identification of 
Critical Elements 



Critical elemenis are identified on the T.A, Worksheet with asterisks (*) 
For example, see Manual, page B^73. 



B.13 



Yes 



57 



Determine Need for 
Illustrations of Task 
Performance 



For many tasks illustrations may help the soldier understand the task better. 
Guidance in determining need for illustrations is given In Manual, page 




• Sources of illuitrailons are given in 
the Manual, page B-87. 



Yes 



a, 14 • 



ISD 1,3 Conduct Task Analysis 
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Collect Task Summary 


Shaets and Forward 


for Review 




62 > 





• SOP is follQwed for having Task Summary Sheets reviewed before 
production of the Soidier's ManuaL 



Any 
Information 
"for Individuals Working 
in Other ISD 
Blocks 
? 



Yes 



C 
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Record Comments on 
ISO COORDINATION 
SHEET (see block 15) 



During the task analysis process Information may 
have been obtained that would be useful to 
persons who performed activities that fed into the 
task analysis process. Similarly^ information may 
have been obtained that would be useful to 
persons who wili be engaged in the ISO steps that 
follow this one. 



Purpose of ISD COORDINATION SHEET 
is explained in Block 15. 



STOP 



3 
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JOB AIDS: 

DESCRIPTIVE AUTHORING FLOWCHARTS ^ 

teo L4 Analyze Existing Courses 

\- . .. 



This is the 3rd in a series of ISD Job Aids for use in instructional design and 
development. This volume will direct you to specific guidance, examples, and references 
provided in the supplementary manual ''Job Aid for Analyzing Existing Courses ISD 14.'' 
If you do not have the supplementary manual, request it from your supervisor. 



c^i • ^ 



ISD L4 Analyze Existing Courses 




No 



Thisjntroduction provides the user with instruction 
on the basic structure of the Job Aids and guidance 
for their use. 



Introduction to the Use 
of Job Aids 




Overview of Course 
Analysis Job Aid 



• Refer to Introduction, 



Overview includes: 

- Goal 

- Objectives . 

- Major steps in process 

- Products 

=- Worksheets used 



For detailed overview see Manual, 
page C4, 



I 

I 




No 



Obtain DA Pam 61 M2 
or DA Pam 811 11 
DoD Occupational 
Conversion Tabts 



Identify Each Service 
^Which Has an 
Occupational Spicialty 
Similar to the MOS You 
Are Analyzing 



Front-end analysis must have been accompnshed by 
acceptable ISD procudures before judgerrient can be 
passed as to whether an existing course can be used/ 
TRADOC Pam 350^30, Intersen/ice Procedures for 
Instructional Systems Development (IPlSD), Phase I 
Analyze, describes front^end analysis procedures 
(BJocksLI, 1,2, and 1,3). The user of this job aid 
needs a thorough familiarity of these IPISD Blocks, 



Study TRADOC 
Pam 35040, Phase I 
Blocks 1,1, L2, and I 



This block begins the search for appropriate courses, 

DA Pam 61 Ml, OccupationS Conversion Manual for Enlisted/Of ficer/Civilian 
was preceded by DA Pam 61 M 2 before December 1977. DA Pam 61 M 2 may 
be used if DA Pam 81 M 1 is unavailable. 

For further guidance, see Manual, page 0^12, 



For guidance in identifying the common DoD occupational groups, 
see Manual, page 0^13. 



10 



Obtain Appropriate 
Course Catalogs for Each 
Service Which Has a 
CDrrespondipg 
Occupational Specialty 



• Course catalogs from each service having a corresponding occupational specialty 
should be eKamined. 

\ 

• CoUfie catalogs for each military service ar uvaiiable ttirough the MOS or 
school iibrary. 

• For a listing of catalogs, see Manual, page C-14. 



O f 
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ISD 1.4 Analyze Existing Courses 
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Obtain Catsiog 
Review Sheet {CRj 


12 




Record First/Next 
Catalog Title 
(CoL 1, CR Sheet) 


13 




Identify and Recurd 
Course Numbers and 
Titles for Each 
Appropriate Course 
(Cols. 2^3, CR Sheet) 


14 ^ 





• The title, number, etc, of Course Catalogs and candidate courses described in 
the catalog will later be recorded on the Catalog Review Sheet (CR), 

• For guidancs in obtaining CR Sheet, see Manual, page C-15. 



E)caniple: see Manual, page C^IB. 



Course descriptions in the Catalog are examined. If they appear tn have 
application to the ARMY MOS their number and title is recorded m 
Qoiumns 2 & 3 so that they can later be obtained and examined in detail. 

EKample: see Manual, page C^17> 



\ 




16 



Check MOS Of School 
Lihrary to Oeiorminfi 
Which Courses on Your 
Lists Are Currently 
in Stock 



17 

^/%e Air'"\ 
of These Courses 
<, Currnntly Availohio for 
Review 

\ 7 



Yes 



No 



e Some CDursBs may not be ovailable, especially 
those produceil by other services. 



19 



Obtain Courses 



For guidonce m obtaining courses, 
see Manual, parje 0-21. 



Collect All Currently/ 
Subsequently Available 
Courses 



This biDck ends the course search process, 




Yes 



ISL: L4 Analyze Existing Courses 
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Draw Line Thruugh 


Course Title on 


CR Shm 
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© For oxample, see Manual, page C-23. 



Have \^ 
All CoiirsGs Been 
\ ReviGwefl 



Yes 




23 



24 



^.^/^ You Find 
Any Course That 
^Contoins Tasks Appro^ 
\priate for Your^^--"" 
\MOS? 



Yes 



No 



Conduct Job Analysis. 
For Guidance, see 
TRADOC Pam. 350^30 
(1.1 Analyze Job) 



Determine if Coufse 
DevelopfTient Documcnta^ 
tion is AvaiUihle for First/ 
Next Appropriate Coursfl 



--"^ Is Cotirse 
Development 
pocumentatinn Available 
J or Any Course 

7 



e Properly prepared ISO courses will have course devGlopment dacumentation 
{the front end analysis) available. 

® For guidance in obtaining this documentation, see Manual, page C^26. 




Conduct Job Analysis, 
For Guidance, see 
TRADOC Pam. 350^30 
(LI Analyse Job) 



O ^ 
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Obtain Existiriy Caursu 
Analysis Sheets {EGA) 
for EdCf) Course Hnving 
CourbU Dyveloprnont 
Oocumentatipn 



o Aiialysis at each appropriate existing ;:oufse is documented on the Existing Course 
Analysis Sheet (ECA), The EGA Sheet, thereloro, provides a record of each 
ducisiufi in tfiii analysis. 

e For guitlance in obtaining EGA Sheets, see Manua!. page C=28. 



29 



Record IdBntification 
Information at Top of 
ECA Sheet for 
First/Next Course 
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Answer Question 1 on 

ECA Sheet 

Check Yes or No as 

Appropriate 



© identification includes: 

Your nome/office symbol Date of Review 

Course Title 

Course No. Date of Course Publication 

Office Symbol/AUTOVON of Course Author(s) 

© For sources of information and an example of the forni when information has 
been recorded, see Manual, page C-29. 



e Question 1 esks if the equipment, doctr; g, manpower and personnel systems are 
sentialiy the snnin iis wlien the Front=End Analysis was conducted. 

o For a furthor explanation and guiriancein answering Question I.sbb Manual, 
page C^30, 



31 



Answer Question 2 on 
ECA Sheet 
Check Yes or No 
as Appropriate 



Question 2 asks if on-site interviews and observations and/or questionnaire 
surveys \^ere a source of job data for an existing job; or if panel of experts was 
a source of job data for a new job. 

For a further RKplanation and guidance in answering Question 2, see Manual, 
page C-31, 
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Answer Question 3 on 

ECA Sheet 

Check Yes or No as 

Appropriate 



e Question 3 asks if tasks were analyzed according to their sieps in porformance, 
conditions, cues and standards. 

* For a further explanation and guidance in answering Question 3, soe Manual, 
page C-32. 



C-8 



ISD L4 Analyze Existing Courses 
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Answer QuRstion 4 nn 

ECA Sheet 

Check Yus or No us, 

Apprupritite 



s Qyystioii 4 ^sks \i the seiBction of cniicai tasks m% basod an generally tho same 
criteria as used by your command in critical task selectlan. 

3 hur n furthor explanolioii ynd ouidoncu in unswering Questifln 4 see Manual 
paye C-33, 
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FruntEnd 
^ Annlysis Clearly 
^\ Unacceptable 



Yes 



No 



36 



Obtain Task Listmy 
Sheet 



37 



ReviBw Course Contents 
and FHI Out Task 
Listing Sheet 



35 




^ This 

Last CtuHse You 
^avE Course Development 
Documentation 
= or? 




« The 1 ask Listing Sheet is used to record all the tasks taught in a particular 



coursn. 



For OLridance ifi obtaining thq Task Listing Sheet, see Manual, page 



• For guidance-in filling out the Task Listing Shoci, sue Mu. ^jI, page C-3S-, 




Huve Panel of Experts 
Verify/Alter Task List 



For a furthor cxpliiriaiion and guiihince, sbr Manual, piip 



C'38. 



39 




Is Task List 
Now Acuepiablu 



No 




42 



40 



Is This tho 
<^Last Course You Have 
to Analyze 



41 




Yes 


Conduct Job Analysis. 


For Guidance, see 




TRADQC Pom, 350^30 




(IJ Anaiyze Job) 



Save This List for 
Eventual Submission to 
Job Analysis Personnel 



The list of tasks taught in this course will provide input to the job analysis. 



43 



AnswBf Question 5 on 
EGA Sheet 
Check Yes or No as 
Appropriate ^ 



T 



» This step begins elimination of course content. 

a Question 5 asks if the performance descfiptions (mnasures) for the tasks taught 
In the course have been reasonably well developed. 

o For a furthor B)<planation and guidance in answering Question 5, see Manual, 

page C 41. 
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ISD 1.4 Analyze Existing Courses 
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Did You 
Answer QuHstion 5 



Nq 



46 



45 



List Any Useful Parts 
of Course In Section F 
of EGA Sheet 



^-"" Any of thn ^ 
/Performancfi Descrip- 
Jions (Measures) RequirB^ 
Revision 



No 



48 



47 



Fill in Section D on 
EGA Sheet ' 



Answer Question 6 on 
EGA Sheet 
Check Yes or No as 
sriate 



7 



e Even if the cQfnpIete course i^ unacceptablB 
due to poor performance descriptions, some 
parts of it may be usefuL 

^ For examples of potentially useful parts of a 
course, see Manual, page M2. 



In Section D the tasks which require modifi- 
cation of tiieir performance descriptions are 
listed. Suggested changes to be made by 
course development are also recorded. 

For example, see Manual, patjo 



e Question 6 asks if examples and terminology in the course are appropriate for the 
MOS in whiuii tliey would be included for training, f. 

o For a further explanation and guidance In answering Question 6, son Manual, 
page C44, 



49 



Did You 
Answer Question 6 
\ With "No" ^ 



No 



Yes 
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List Suggested Revisions 
in Section E on EGA 
Sheet 



In Section E revisions are listed which would 
make the course more appropriate to this MOS, 

For further BKplanation and guidance, see 
Manual, page C45. 



© Question 7 asks if validation docurnantatian is acceptable. If it is not available as 
part of course development documentation, check "No", 

© For further eKplanetion and guidance in answering Question 7, see Manual, 
page 046, 



54 



1 



Submit Course and EGA 
Sheet to Persons Resporis^ 
ibie for Conducting Valida 
tion Trials to Validate or 
RBvalldate Course 



Course must be validatud if documentation is 
unavailable, ^ 

Course must hu jlidated if original validation 
is unacceptable or if extensive revisions are made. 

This analysis, as documented on the ECA Sheet, ' 
will save Course Development from duplication 
of effort. 



ISD \A Anolyzft Existing Courses 



Record Course Suitability 
for Reference in CM/SM 
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^ Have All 
CDurses Been 
Anoiyzed 



57 


Yes 


Submit Task Listing Sheets 


to Job Analysis Personnel 


and EGA She 


gts to Course 


Development 
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nnformation for \^ 
<^ Individuals Working in ^> 
^ ^ther ISD Blocks/ 



Yes 



Q STOP ^ 



Q Courses which have been vafidated'^re suitable for references in the CM/SM. 
o For further explanation and guidance, see Manual, page C=48. 




® is this the lost course you have to analyze? 



Task Listing Sheets are submitted to Job Aiialysis Section for their use in 
1) job and task annfvsis, and 2) the Training Materials/RDferences Section 
]f CM/SM. 

EC A Sheets are submitiL;! q persons responsible for Revinw/Select Existing 

Mtiierial in Course Development. 



© During the analysis of existing coursos inforrnation 
may have been obtained that would be useful to 
pErsuns working elsewhere in the ISO process. 



Record Comments on 
ISO COORDINATION 

SHEET 



Comments are recorded and submitted to 
appropriate personfs). 

For further guidance, see Manual, page 



JOB AIDS: 

DESCRIPTIVE AUTHORING FLOWCHARTS 
ISD L5 Select instructiona! Setting 



This is tho 4th in ii soric'S of ISD Job Aids for usu in instructional dusign and 
dovelopnu'nt. This voUirnt? will dircict you to ^^pcHiific guidanco, examplos, and ref(T(Mices 
providod in thf' supplcMnontary manual "Job Aid for Solncting histructional Sotting ISD L5, 
If ynu do not hirvp Ihn supplcMnentary manual, request it from your supervisor. 



START 



Have \ 
..' ■'^ You Read the 
<iniradNction to the Use of,, 
'\ Job Aids 



No 



iBu L5 Select Instructional Setting 



e This intfoduction provides the user with 
instruction on the basic structure of the 
Job Aids and guidance for their use. 



Yes 



Introduction to tlie Us 
of Job Aids 



Refer to Introduction 



^-■^^ Have ^'^ 

You Used 
This Job Aid 
Bofare 



Yes 



^^^^^ Went \ 
to Sec an 

Overview of the 
Job Aid 



No 



No 



Yes 



^ Overview Includes: 
Oblectives 
Purpose 

- Major steps in process 

- Worksheets used 



Overview of Instructional 
Settings Job Aid 



For detailed overview see Manual, 
page 0-4. 
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ISD LB Select Instructional Satttng 



X. 



List \ 
of Tasks Selected 
for Tftjining 



Yes 



No 



Task listing includes: 

All tasks selEcted for trainiiig grouped by 

skill level 



Guidance for Obtaining/ 
Preparing List of Selected 
Tasks 



List of tasks SBlected for training siiould 
be available as output ff - ISD 1.2 Select 
Task/Functions. 

If procedurD;. it selecting tasks were not 
complete, go tu Job Aids: Descriptive 
Authoring Flowcharts ISD L2 Select Tasks 
for Training 

When list has been nhtained return to 
Block 6. 



8 

Vqu Want "\ 
a Description of 
^\EaEh of the Instructiona].^ 
\Settings Used^/^ 

^\ ? / 



No 



Yes 



10 



The three instructional settings are: 

- Institution (INST) 

- Supervised on-the-job training (SOJT) 

- Self-Study 



Description of 
Instructional Settings 



® For a description of each instructional 
setting used in this job aid see Manual, 
page DOl . 



Obtain Instructional 
Settings ReRording ■ 
Sheets^d&n) 



• Instructional settings decisions are recordBd on the Instructional 
Settings Recording Sheet (ISR). The ISR Sheet, therefore, provides an 
historical record of these deGlsions and the basis for each. 

• For guidance in obtaining LSR Sheets, see Manual, page 0^14, ^ 
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ISO l.D Sqigci Instructional Setting 



Otjlain Informntion 
Necyssarv for Setting Up 
'the ISR Sheet 
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Record on ISR Sheet: 

MOS Code 
Skill Level 
ISR Sheet Page 



« Infnrmcnion iiCGdecl for "sotiiiuj up" thn ISR Sheiat nicludes the foflowinu- 

- List of critica! tasks Olid thfiif identifyiny numbiifii 

. E i w o u u u li 

- SkHl I(r""l designation 

=- Duty pu^itinns witliifi skill level 

- Tasks performed In eacn duty posirion 

- PerceinagB of SQidiers in skill leve! performing each task 

© Sources for this information are shnwn in Manual, pages 0 = 15 
thfuD^IS. 



® MOS code, skill level and ISR Shuet page numbrrsr- mrardf'd on 
all ISR Sheets. 

s For sources of required information see (Vianual,- pages D-15 thru D-18, 
© Exarrinle: See Manual, page 0=1 



13 



Record Duty Positions 
on ISR Sheet 



Q Duty positions for skill level are recorded under tlie headino^ 
DUTY POSITIONS 

^ Far sources of information Block 11. 

^ Ex^imple: See ManuaL page D ^O: — 



14 



Recurd Task IdentifiLu^ 


tion Numbe 


rson ISR 


SheRt and Attach Critical 


Task Listini] 
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Record Tasks Performed . 


in Each Duty Pusitiun 







^ Record the identification number shown on the critical task listinq 
(e.g. 0BM91=3397) for each of the critical tasks in ihe skill level. ^ 

s Attach n copy of the crlticaf task listing to the ISR Sheet to assist in 
the identification of the tasks the numbers refer to, 

• EKample: See Manual, page D=21 , 



For guidance in recording task perforp'nncD in each duty position 
sue Manual, parje QH. 



ISD LD Seiyct Instructjonai Setting 



16 



ReLvrd on ISR Shoet 
tiiK Pufcent of Snlfliiirs 
Hi Skiil Level Who 

D . r r - ^ - -' 



17 



Estabiish/Rocurd 
Percuiiiaga Critei lun for 
"High Pnrfnr manco 
Tasks'^ 



18 



■ H 
Thure 
Morn Than Quo 
Duty Pa:^fnnn Listni 
Of! ISR SfinRt 

V 



No 



o For each tosk on the iSR ShnfH, tho pt?rcoru of Suldii'fs vvithin the skill 
level who porform the tnsk is rectirciod. 



Tho pnrtont nf ^nUiio^s in sk'H Ifjvij! p::rfcfn;ins 
determining the insiructiunal sefting far tiisks. 



o For guidaiiCfi in determining and focording the percent performing each 
see Manual, pnge n-2.1 



"High Perfurmance Tasks" are thoEG mk$ that are performed by n high per^ 
centage of job incumbents. High pBrformance Tasks are usually trained in 
thy insiitutinnal instructiunn! tiyttuu]. 

The perccniage that defines n high pcrforniance tnsk is ystubnshod in this 
block, (e.g. at least 80% or 90% of the job incumbents pGrftirm ibe task). 

guirianCR in establishing and recording the peicentage w be used for high 
perforniance classificaifr n^ see Manual, page u-Z7. ' 




Yes 



19 



Lncatn (he First Task 
on ISR Sheet 



This block begins the prnness of initial assignment uf tasks to one of three 
instructional setlings. 



D; 



D^6 



20 



'Has Tusk^\ 
^^'-^ Been Assigned \. 
*\an Instructional Souing 
\ al Lower Skill 

No 



^ Certain uisks mny Ue; porfofmed in more i;:jn one skill level. 



"1 



Assign Task to Instruc^ 
tionnl Sotting Selected in 
Lower Skill Level 



24 







22 




^-/^ Have \ 
All Tasks Been \ 
Examined 




No 


23 




EKamine Next Task 







Place an "X" under the task in the apprapriate instructional 
setitny. (i.e. The mstruciional setting selected in the lower 
skill level. 





® Taking the next tash 
with question 1, 



on 



the ISR Sheet you will start again 



Ask Question Ton ISR 
Sheet, Record "Y" nr 
"H" ai Af^propriate. 



• Question 1 determines if task is performed "in all duty positions 
and should therefore be classified as a ''common skill level task" 

• For further guidance in answerelTig question 1, see Manual ^ 
page D-30. - 



D.7 



ISD 1.5 Select instructiona! Setting 



25 



|l Ask Question 2 un ISR 
:! Shnct. Hnrnrd '^Y" nr 
i "N" Appropriate. 



26 



/ m% "\ 

/"a "Y" Recorded 
<^ for Either Question 
\ 1 and 2 



27 



Yds 



Ask Question 3 on ISR 
ShB3t. Record ''Y" or 
"M" as Appropriate, 



t Qijestion 2 dettjrniines if tBsk sfiQuid be ciasslfied as a "iiitih perfarmnnL'e task". 



■3 F ji furdiur guiduncu in answering quDstion 2, sue Manunl, page 0^32. 



Go to 
Block 



A "yes" response is made if the task was classified as either a 
commnn skill level task and/or a high performance task. 

A "no" response is made if the task is neither a common skill 
level task nor a higli performance task. If ^'no'* go to block 33, 



Question 3 determines if tiaining requirnments for the task are essentially the 
same even though equipment, unit mission and/or geographical location may 
differ. 

For a further explanation and guidance in answering question 3, see Manual, 
page D-33. 



28 



Ask Question 4 on ISR 
Sheet, Record "Y" or 
"N" iS Appropriate. 



* Question 4 asks if school training for a task would be remembered until the 
task is performed in the fitid, 

s For a furthor explanation and guidance in answering question 4, see Manual, 
page 0*35. 



n 



ISD L5 Select Instructional Setting 



2e 



Both QuBslions 
3 and 4 Answered 



No 



Yes 




30 




Assipn Task 


nitinlly to 


INSTITUTIONAL 


Instructional Setlinq. 


31 





s There is littiu vafiabiiity in task tfciining reqinrfiriionts 
ond tii:'- prcficiency is easily fstained. 



o Placfi an ''Y*' under the task in tlis row labnliul 
INSTITUTION. Rymfimber^ this is only an iniiiol 
assignment and may be changed later 

Example; See Manual, page 0-37, 



/HauG 
All Tosks Been 
Examined 



\ Yes 




33 



32 



EKamine Next Tv:;;k 



Taking tlin next task 
annin with questioit 1 



ISR Sheet you will start 



/ On to 
Block 
2n / 



Ask Questions 5 8 on 
ISR Sheet, Record a 
"Y^^or for Each as 
Apprapriate 



Questions 5-8 ask the foliQwing quostions: 
= High theory content? 

- Need for immediate perfGrmance? 

- Task a prerequisitB skill/knQwIedge for another task ofready assigned for 
institutional training? 

- Equipment/facilities ftir training only availabiG in the institutional setting? 

Fo'' a further explanation and guidance in answering questions 5^8, see Manual 
page 0-38. 



D^9 



ISD L5 Select instructional Setting 



34 



Were 
1 or More 
"Y's" Recorded for 

^\QunstiDnn 5^S ... 



No 



35 



Assign Task Initially to 
INStlTUTIONAL 
Instructional Setting. 



Q If even oriG questian was answered yes a "Yes'' 
branch is to be taken. 



^ Place an "X'' under the task in the row labeled 
INSTITUTION. RemembBr, this is only an initial 
alignment and may be changed Inter. 

^ Example; See Manual, pagGD-41. 



36 



Have 
All Tasks Been 
Examined 



Yes 



/ Go to 
\ Block 



3/ 



No 



ExamintJ Next Task 



Taking the next task on the ISR Sheet you will 
start again with question 1, 



■38 




Ask Questions 9-11 on 
ISRShiiBt. Record a -'Y' 
or "N" for Each as 
Appfcpfiate. 



® Question 9=1 1 help in determining whether the task can be assigned initially 
to SOJT (Supervised nn tho job training). 

o The questioiis asked are; 

Equipment available at unit? 

- Supervision available at unit? 

- Time to train available at unit? 

* For a further explanatiori and guidance in answering questions 911, 
see Manual, page 042, 



D-io n 



ISD L5 Seleui Instructional Setting 



39 



X. 



Were \ 
ALL Q II OS! ions "' 
(9=1 i) AnswerGri 

7 / 



No 



43 



Ask Questions 12-14 on 
ISR Sheet. RBcord o 
"Y" or "N" for Fnnh as 
Appropriate. 



Yes 



« Nute that ALL quustlons must be answered "V 
for a "yos" branch to be triken. 



40 



Assign Tn;^k Initinily to 
SOJT Instructmna! 
Setting. 



41 



All Tasks Been 
Examined 



Yes 



© Place an "X" under the task in the row labeled 
SOJT (SupBrvised nn-the-job training). 

^ nGmcniiitir, this is anly an mitial assignmGnt .uu 
be changed later. 

^ Example: Sc^: ManusL page D-45. 



Go to \ 



Block 
52 



42 



No 



Examine Next Task 



Taking t^^s next task on the ISR Sheet you will start 
again with question 1 . 



Go to 
Block 
20 



Quostions 12^14 help In determining whether the task should be initially 
assigned to a self'Study instructional settmg. 

The questions asked are; ' 

- Little supervision required? 

- Time to study available? 

- LessDns/equipmBnt exportable? 

For a further explanation and guidance in answering questions 1204, 
see Manual, page 046. 



1^ 



D«11 



44 



Wore 
'ALL QuestiDns 
(12-14) An^-..rfP{f 

? 



No 



45 


1 

J 

i 

i _ 


Assign Task InitiaMy to a 


SGlf^Sludy Instructional 


Setting. 




6 





viOiV thai ALL questions must bo cinswsrod "V 
fnr a "^r^" hr^MiCn to hr? ;,ikf:n. 



^ PiaCG_an_"X" under the task in tfiG raw \uh 
SELF^STUOY. Remamber^ this is only an 
assignment and may be chanyed lotur. 

§ Exarnple: See MKnuaL page D-49. 



Have 
All Tasks Been 
^ Eximined 



No 




47 



Examine Next Task. 




Taking the next task on the ISR Sheet ynu will 
start again with questipn 1. 



10 



ERIC 



ISD LB Select [nstructionaf Settin 



48 



i Temporarily LGavG Task 
j Unass!(]fiGd. 



Thu task has not been initbSly assignnd to an fnstituimnji, SOJT m $u\\. 
Study histructiunal SDtting. Tfimpnrnrily vnu will Icinvn the mk unnssigncd. 
in a Inter block unassigned insks will be rs-ex^minod and in^iruntional ^ 
setting assignrricnti Will bo tTiade. 



49 



Have \ 
All Tasks Been 
Examined 



No / Go to 

\ 20 



SO 



Yes 



X 



Are 
There Any 
Unassigned Tasks 



Ho ( Go to 
— H Block 
V 67 



Unassigned tasks are those tasks temporarily loft 
unassigned in block 48. 



Yes 







J, 


51 






Locate First Unassjqned 




Task, 







• This block bogins tho rc Bxarninolion of tasks prqvipusly Ipft unassigneil. 



D.13 



SD 13 Select Instructional Setting 



There "\ 
fJlofi: Thon Onn 
Response Recorciedj 
for Questions > 
\ 9 11 ..-^ 



Yes 



53 



Re evaluate "H" Judg- 
ment and Change to "Y' 
if Feasible, 



Inasmuch as the task has still NOT benn initially 
ni^^ignnd fn an insiruntion?! Eoltiny, It is nGCOSsary to 
re-evaluate the answors to some previously answered. 
quostiEins, SOjT is reconsidered in blocks 53 thru 55. 
If it is dotorminGd that SOJT is indeed unsuitable as 
an instructional setting, the task will be re evaluated 
for assignnient to another instfLictional settinq, 



Questnjn with "N" response is re'Bxamined and further 
investigation is made if original response was marginal 
(could have been "V" or "N"). 

For a further e)^planation and guidance see Manual, 
page D=52. 



54 



..^^^'^ Are \ 
Questions 91 1 ^ 
^"^^ Now ALL Answered 



No 



Yes 



55 



Assign Task initially to 
SOJT Instructicnal 
Setting 



56 



Place an "X" under the task 
in the row labeled SOJT, 
Remember, this is only an 
initial assignment and may 
be chanfled later: 



Example: 



See Manual 
page 0=53. 



/ Have \ 
All Unassigneri 
Tasks Been 
Ejcarninod 




57 



No 



EKamine Next Unasslgned 
Task. 



Ush.y the next task on the 
ISR Sheet you will start 
again with question T 



ISD L5 Select Instructional Setting 



58 

There \ 
iviufu i iiaf} unu^ \ 
<^"N" Responss RRcofded 
\ for Questions 



12' i 4 



Yes 



59 



Re^evaluaio **N*' 
Judymurit oncl Chanyo to 
"Y^'if Fuasible. 



60 



o Inasmuch as the task has still NOT been initially assigned 

!D nil instructicnnj setting, it is nncnssnry lit re fivalurftn 
liic answeri to some nther prsviously answered quustions. 
Self'Study as an Instructional setting is recansidered in 
blocks 58 thru 6L If it is determined that Self^Study is 
indeed unsuitable as an instructional setting, the task will 
be initially assigned to an institutional instructional setting. 



Question with "N" response \% re-fixamined and further 
inyosiigation is mode if original response was maryinal 
(couid have been *'Y" or "N*'), 

For a further e)<plDnation and guidance see Manii.il,. 
page D 



Are^^^.^ 
'"'Questions 12^14\ 
Now ALL Answered 

\ 7 / 



No 



Yes 



61 




Assign Task Initially to 


a.Self^Study 


nstructiDnal 


Setting. 









62 



Place an ''X'' under the task 
in the row labelBd SELF= 
STUDY. Remember, this is 
only an initial assigriment and 
may be changed later. 



E>cdmplB: 



^ee Manual, 
page D 



/ Have 
All Unasslgned 
Tasks Been Examined 
\ ? 




63 



1 



No 



Examine Next Unasslgned 
Task. 




ISD 1.5 Select Instructiona! Setting 



64 



Assiqn 1 ask Iriillcilly to 
INSriTUTiONAL 
Instruciional Suttiiig. 



The task ss iniiially asstgnnri to ihe instuunonai instructiunal sotunii 
bycause It was determinsd (initiany) fhnt an SQJT or sclf-suidy insti-ucfiofKil 
soiling was not appropriaiG, Hfimfimhor, this is aniy an initin! assignmein and 
may be ch-ingod laier. 

Example: See Manual, pnqo D SQ, 



65 



Havtj \ 
- " All Linassigned \ 
^^Tasks Been Examined 



Yes 



No 



Examine Next Unassigncd 
Task. 



Usiny the next task on the ISR Sheet you will start 
again with Cjuestion 1 . 



Go to 
Block 
52 



Review ALL Tasks 
Initially Assiyried for 
Training in the 
Institutional Setting 



«^ All of the tasks preyinusly initially assinned to an Institutional setting are 
re eKamined to determinE If this classification Is the best instructional 
setting for the tasks. 

• For additional guidance, see Manual, page D-57. 



1U5 



ISD I.S Salect Instructional Settint 



68 



There a ' 
Need Id Change This 
Assign men f for 

'''--'-^^^ Any Task 



No 



71 



69 



Recofd ''new" 
histMJCtiona! Setting 
Assignment on ISR 
Sheet. 



70 



s Both the prbvious initial msfructjonal setting and the 

nevsisetting ore shown on tho ISR Sheet. 

» For guidance in recording new instructfona! sotting, 
see Manual, page 0^58. 



DDcument Reason for 
Change of Instructinnal 
Setting on Back of 
ISR Sheet. 



The task ID number and the reason for changing the 
Instructional setting to SOJT or Se!f=Siudy is recorded 
on back of ISR Sheet 

Example; See Manual, page D 59, 



RDviovv ALL Tasks 
Initiatly Assigned for 
Training In a SOJT 
(nstructional Setting 



All of the tasks prnvjously Initially assigned to a SOJT setting are re examined 
to determine if this classification is tlie best instructional setting for tfie tasks. 

For additional guidance, see Manual, page 0-61. 



D.17 



ISD 1.5 Select (nstructfonal Setting 



The re n 
■"^ Need to Chanpo 
This Assignnitriit fcif 
\., Anv Task 



No 



73 



RecDrtj 'Yiew*' 
Inntructionnl Sortinn 
Assignment on ISR 
SheGt. 



74 



» Both the previQus initiaf instruetional setting and the 

new sstiing ufo shown an the iSR Sheet. 

* For guidnnce in rtiiArdnin new instrutitiDnsl setting, 
sse ManLial, page D^62. 



Docunient Reason for 
Change of Instructional 
Setting on Back of 
ISR Sheet. 



The task ID number and th3 reason for changing 
the instructional setting to Institution or Self-Study 
is recQrded on back of ISR Sheet, 

Example: See Manual, page D^9, 



Review ALL Tasks 
Initially Assigned for 
Training in a ■ 
SELFSTUDV 
instructional Setting. 



AH of the tasks previDUsly initially assigned to a Self^tudy setting 

are re-examined to determine if this classification is the bist instructional 

setting for the^taska. 

For additional guidance, see Manual, page 0-63, 



D-ia 



1 



ISD '-5 Select Instructional Setting 



76 



s, =f- 



is 

Thoffi a \, 
Meed to Chnngn 
This Assign me fit for 



No 



YU5 



77 



Instructionol Setting 
Asslgnmont on ISR 
Sheet. 



^ Both the prevjous initial instructional Setting and the 
new setting are shawn on jgR Sheet. 

^ For guidance in fecurdmg inStructiQnei setting, 
see Manual^ pagg qS^- 



78 



DocuniGnt Reasan for 
Change of histructionnl 
Settintj on Back nf 



The task ID number ^"^ the n 

setting tf '"^'^ 
On bpck of ISR sheet 

Example" See Manual* page p.g 



- . - ■■-iMue! - reason far changing the 

instriictmnaijeiti^g to 'nstiiutjon or SOjt is rficordecl 



^ ^ - ^ 1 L' 

♦ L t 

o 

ERIC 



o 



ISD l.i Select Instructional SettinQ 



79 



Any \ 
Additional \ 
Comments Pertajninf\_ 
"io instructional ^/^^^ 
Setting 



Yes 



Tliere may be unrecorded information pertaining to the 
selection of instructional setting process. It is important 
that this is documinted as part of the historical record. 




80 



Record Comment on 
Back of ISR Sheet. 



Use the back of any of the ISR Sheets (wherever 
space is available). On the tiottom of the front 
of the ISR Sheet # 1 record: ''Cnmment and 
page number," 



81 



Submit ISR ShBBt(s) to 
Supervisor for Review. 



Alj of the tasks have now be'en assigned to one of the three instructional 
settings and documentation for each assignment has been recorded. The 
completed ISR Sheets are now submitted to the supervisor for final 
rev lew. 



82 



Revise/Record 
Instructional Setting 
Assignment as 
Necessary 



Any changes in instructional setting assignments are recorded on the 
ISR Sheet. 

For additional guidance, see Manual, page D-66. 



ISD 1,5 Select Instructional Setting 



83 



Record Instructional • 
Setting Assignment for 
Each Task on CRITICAL 
TASK LIST 



The final instructional sotting assignment has now bien arrived at and 
recorded on the ISR Sheet. In this block the Instructional setting 
assigned for each task is recorded on rhe Critical Task List. 

To see a copy oN Critical Task List see Job Aid for Selecting Tasks 
for Training (ISD L2). 



84 



^ ^/"Afiy"\^ 
■^-^ ^ Information \ 
for Individuals 

Working in Other 
\ISD Blocks / 



Ves 



T 



No 



During the instruction setting selection process information 
may have been obtained that would be useful to persons 
who pfirformed activities that fed into the Instructional 
Setting selection process. Similarly, information may have 
been obtained that would be useful to persons who will be 
engaged in Instructional Systems Development steps that 
follow Ihk one. 



85 



Record Commefits on 
ISD COORDmATIOM 
SHEET. 



Comments are recorded and submittecf to 
appropriate persons. 

For further guidance, see Manual, page 0=68. 



STOP 



II 



